JOB DESCRIPTION

Delivery Supervisor (DS)
DIVISION:   

Delivery Department

JOB TITLE:  
Delivery Supervisor/Dispatcher (DS)
JOB NUMBER: 
6001
 REPORTS TO:       Warehouse/Yard/Operations Manager (WOM)
JOB PURPOSE:  Responsible for overall management, delivery itinerary, scheduling and operations of job-site deliveries. Assist Warehouse/Yard/Operations Manager (WOM) in providing training and supervision of others assigned to warehouse and delivery department.
ESSENTIAL DUTIES AND RESPONSIBILITIES

· Set overall standards of acceptable performance for delivery personnel.

· Monitor delivery personnel activities to ensure proper execution and timely completion of assigned operational duties. 

· Responsible for clean, neat, orderly yard as delivery materials are pulled & staged.

· Schedule deliveries in accordance with the Capps Home Building Center delivery policy, with a goal to deliver products to job sites that meet or exceed customer expectations.
· Communicate daily load capacity with Capps employees and WOM.

· Maintain current up-to-date daily delivery through Epicor BisTrack delivery system. 

· Responsible for assisting yard personnel and QC in checking all outgoing deliveries for quality, quantity and item accuracy after trucks are loaded and ready for deliveries.
· Responsible for completing job-site pickups within 48 hours after request of pickup.
· Assist WOM in establishing policies, customer service and delivery personnel accountability performance measurements.

· Responsible for safety and security of the store inventory, delivery trucks and forklifts.

· Responsible for scheduling preventive maintenance and repairs of the store delivery trucks and forklifts.

· Responsible for reviewing and making recommendations to WOM for staffing required for adequately servicing customers.

· Responsible for daily truck and forklift check lists completion by warehouse and delivery personnel.

· Maintain up-to-date vehicle, forklift and driver files.

· Train and mentor delivery personnel.
· Assist WOM with documentation of warnings, reprimands and positive recognition of delivery personnel and insertion in employee’s file.
· Plan and conduct Delivery Department meetings at least monthly.
ADDITIONAL DUTIES AND RESPONSIBILITIES

· Prepare & maintain all delivery log forms.  Provide summary report to Warehouse Operations Manager (WOM) monthly.

· Maintain positive customer relations through pleasant, polite, professional approach when talking with customers and employees.

· Interpret and explain delivery policies to customers. Refer customer to WOM if further clarification is needed. Refer serious complaints to WOM.

· Accomplishes all tasks as appropriately assigned or requested by WOM.

· May supervise other individuals working in the yard.
· Bi-annual rotation with Capps Yard QC Position.
QUALIFICATIONS

· Experience, Competencies and Education
· Minimum of High School Graduation

· Interest in extensive public contact.

· Ability to work in a fast-paced environment.

· Capable of lifting and carrying heavy (50–75 lb.) objects over hazardous terrain.

· Strong organizational skills.

· Problem solving skills.

· Ability to supervise employees.

· CDL or Dispatching experience preferred.

· Knowledge of construction materials preferred.

· Language skills
Ability to read, analyze and interpret documents relating to operations and human resources. Ability to respond effectively to sensitive inquiries or complaints. 

· Mathematical skills
Ability to apply basic mathematical concepts related to job.  Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, fractions and decimals.
· Reasoning ability
Ability to apply principles of logical thinking to a wide range of intellectual and practical problems. 

ACCOUNTABILITIES AND MEASURES

· On-time Deliveries
· Record Keeping
· 100 percent accurate deliveries 
· Expense control
· Equipment maintenance & condition
· Training
· Housekeeping
AMERICANS WITH DISABILITIES SPECIFICATIONS

Physical demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop; kneel; crouch or crawl; talk or hear; taste or smell. The employee must occasionally lift and/or move up to 100 pounds. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

Essential Physical Functions

· May be required to use personal computer and other loading and delivery equipment as needed to execute essential functions of position.

· Talking – Expressing or exchanging ideas through the spoken word in English.

· Hearing – Perceiving the nature of sounds of the English language by the ear.

· Reaching – Extending hands and arms in any direction.

· Handling – Seizing, holding, grasping, turning, or otherwise working with the hand or hands.

· Seeing – acuity, far – Clarity of vision at 20 feet or more. 
Acuity, near – Clarity of vision at 20 inches or less.

· Depth perception – Three-dimensional vision. The ability to judge distance and space relationships to see objects where and as they actually are.

· Lifting – Heavy work - raising or lowering an object from one level to another (includes upward pulling).

· Carrying – Heavy work; transporting an object, usually holding it in the hands or arms or on the shoulder.

· Pushing – Heavy work - exerting force upon an object, usually holding it in the hands or arms or on the shoulder.

· Pulling – Heavy work; exerting force upon an object so that the object moves toward the force (includes jerking).

· Capable of lifting and carrying heavy (50–100 lb.) objects over hazardous terrain.

· Ability to meet the physical requirements of the job, or ability to meet the physical requirements of the job with reasonable accommodation.

Work Environment

Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is normally exposed to weather conditions.

The noise level in the work environment is usually moderate to high.

SIGNATURES

I have read and understand this explanation and job description. I am expected to adhere to all agency policies and to act as a role model in the adherence to agency policies.

Employee Signature





Date

Supervisor Signature





Date
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