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CAREER OPPORTUNITY

CVs are invited for the following position
	TRANSPORT CO-ORDINATOR 


Job Description 

We have an exciting opportunity for a full time permanent Transport Co-ordinator to work within our Transport department based at our Daybrook Branch.

The main duties as a Transport Co-ordinator will involve the effective planning of drivers and vehicle resources to achieve delivery times and collections are met to ensure the transport department is operating at its maximum efficiency.   
The Transport Co-ordinator will have previous experience of working within a Transport environment ensuring we are fully legally compliant.
The Transport Co-ordinator will organise the daily route plans and assist the Transport Manager with all the relevant paperwork and administrative requirements, ensuring they are completed in a timely manner. 
Customers will be both public and trade customers, therefore dealing with their requirements will be different. You will organise the routes in a cost-effective manner, ensure vehicles are to the correct specifics (not overweight), liaising with the Yard Foreman, Drivers and other departments as and when required to deal with any issues effectively, efficiently and in a timely manner.

The Transport Co-ordinator will help to maintain good morale, reporting any driver or yard issues to the Branch Manager. In turn, communicating any operational changes that may affect a driver’s daily duties. 

As a Transport Co-ordinator within the Frank Key Group, we expect a flexible approach to working hours, the Transport department is extremely busy so we require someone that is able to multi task, and who thrives working within this environment. As well as being keen to develop and take on extra responsibilities and support other areas of the department when the opportunity arises. 
You will possess excellent written and verbal skills and be proficient in the use of all Microsoft Office applications.

As an employee of the Frank Key Group, the safety of yourself, your colleagues and members of the public will be your number one priority. In order to achieve this, you will:

· Adhere to company Health and Safety procedures and guidelines at all times.

Job Requirements
· Experience of working in a fast paced, commercial transport environment (Essential)

· Previous experience of Transport Co-ordination (Essential)

· Previous skip hire transport experience (Preferred)
· Previous experience of working in a Builders Merchants (Desirable)
· A recognised professional qualification in Transport (Desirable)
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Skills 

· Polite and professional manner
· Good timekeeping

· Good communication skills 

· Excellent organisational skills

· Driven to provide customer satisfaction

· Good attention to detail

· Experience in working as part of a team

· Committed to improving productivity

Our Benefits Package 

At Frank Key we recognise that our employees are pivotal to our ongoing success and the future of our business. 

We offer a competitive and comprehensive benefits package which includes: 

· Competitive salary – £25,000 + per annum dependant on experience.
(Based on working Monday to Friday 42.5 hours between 07.00hrs – 17.00hrs and 34 Saturdays per annum 07.00hrs – 14.00hrs)

· Annual Pay Reviews

· Enhanced Holiday Entitlement to reward Company service.
· Company Pension Scheme.
· Training and Development Opportunities.
Individuals wishing to apply for the positions should post or email their applications to the Human Resources Department.
Frank Key Group, Head Office, Sansom House, Portland Street, Daybrook, Nottingham, NG5 6BL, T: 01159 208 208 EXT 257
E: - Careers@frank-key.co.uk
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