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Job Description

[bookmark: _GoBack]Job Title: Parts Storeman
Department: Workshop
Reporting To: Workshop Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Parts Procurement & Purchasing
· Purchase service parts and materials in accordance with scheduled maintenance requirements for company vehicles and equipment.
· Arrange the timely procurement of routine and emergency parts, materials, and workshop supplies.
· Source quotations from approved suppliers and ensure cost-effective purchasing practices.
· Coordinate with suppliers to ensure parts and materials are delivered within required timeframes.
2.2 Inventory & Stock Management
· Maintain adequate stock levels of parts, tyres, lubricants, fluids, and workshop consumables.
· Ensure sufficient stock is maintained to support at least the next two scheduled heavy and light vehicle services at any given time.
· Monitor stock levels and initiate replenishment before shortages occur.
· Ensure all stock received is checked, recorded, labelled, and stored appropriately.
2.3 Stores Administration
· Maintain accurate records of all incoming and outgoing parts, materials, and consumables.
· Update stock databases, inventory systems, and requisition records on a daily basis.
· Maintain an organized, secure, and clean workshop storeroom.
· Ensure all issued parts are supported by approved requisitions or work orders.
2.4 Fleet Records & Compliance
· Maintain an up-to-date fleet catalogue for all company vehicles and equipment.
· Record and monitor vehicle registrations, registration renewals, and safety inspection stickers.
· Maintain accurate records relating to fleet servicing, compliance, and workshop inventory.
2.5 Stocktaking & Reporting
· Conduct monthly stock takes of all workshop parts, tyres, lubricants, and fluids.
· Reconcile stock discrepancies and investigate variances.
· Prepare and submit monthly stock take reports to the Workshop Manager.
· Assist with internal and external audits relating to workshop inventory when required.
2.6 Workshop Support
· Issue parts, consumables, and materials to workshop personnel as required.
· Assist mechanics in locating and identifying the correct parts for repairs and servicing.
· Maintain good housekeeping standards within the workshop stores area to ensure a safe working environment.
2.7 Additional Duties
· Carry out any other duties and responsibilities as assigned by the Workshop Manager or management, within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Workshop Toolbox Meetings and any other meetings as reasonably required by the Company.


4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.

5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Parts Storeman					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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