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	POSITION DESCRIPTION

Ministry of Attorney General
BC Liquor Distribution Branch

	POSITION TITLE:


	Warehouse Worker 2 (WW2)
	POSITION
NUMBER(S):
	Various

	DIVISION:
(e.g., Division, Region, Department)
	Wholesale Operations: Distribution
	
	

	UNIT:
(e.g., Branch, Area, District)
	Liquor Distribution Branch
	LOCATION:
	Vancouver/ Kamloops

	APPROVED CLASSIFICATION


	R9/G3
	CLASS CODE
	     

	SUPERVISOR’S TITLE:
	Operations Supervisor (Foreman)
	POSITION
NUMBER
	Various

	SUPERVISOR’S CLASSIFICATION:
	R16
	PHONE NUMBER:


	     


PROGRAM
	The Liquor Distribution Branch (LDB) is one of two branches of Government responsible for the wholesale distribution and retail sale of beverage alcohol and non-medical cannabis. In 2018/19 the LDB recorded gross sales of $3.6 billion, generating a net income of $1.104 billion that supported vital public services including health care and education. It has a workforce of approximately 4600 full- and part-time employees working across 197 BC Liquor Stores, two BC Cannabis Stores  (online and stand alone), a Head Office, three Wholesale Customer Centres and three Distribution Centres.  The LDB is led by a General Manager and CEO who is responsible for administering the Liquor Distribution Act and the Cannabis Distribution Act, subject to direction from the Minister. As part of BC’s mixed-model retail system for liquor and non-medical cannabis, the LDB is committed to providing customers with an enhanced shopping environment, an expansive product selection and a high level of service.




PURPOSE OF POSITION
	The Branch operates two Distribution Centres with a combined annual throughput of approximately 14 million cases. Under the direction of a supervisor/foreman, the Warehouse Worker 2 operates an electric pallet jack/order picker to assemble orders for shipment to retail and wholesale clients. 



NATURE OF WORK AND POSITION LINKS
	Ensures the safe and efficient operation of an electric pallet jack/order picker in a fast-paced distribution environment utilizing a Warehouse Management System based on radio-frequency technology. Maintains standards of volume and accuracy.


SPECIFIC ACCOUNTABILITIES / DELIVERABLES
	1. Assembles orders within the LDB warehouse by:
a) Performing pre-op of all equipment to be used, completing Mobile Equipment Pre-op Inspection Form following set procedures, reporting all problems to supervisor

b) Operating vehicle mounted or hand-held radio frequency linked computer terminal to complete liquor orders. Finding the best starting point for each order in a designated zone then finding the products location, verifying the correct product by scanning the respective identifying product barcode and selecting correct quantity of available inventory and confirming the pick

c) Determining the cut off for order zone portions and packs goods in both case or unit formats on to or in to pallets or cartons creating additional shipping labels from barcode laser printer by RF link as required and forwarding products to shipping area for further processing

d) Determining appropriate pallet or carton configuration to maximize pallet stability and minimize use of additional pallets/cartons and other shipping materials

e) Operating high lift “Order picker” as required for elevated product pick and pack as well as other mobile equipment where other staff are exposed

f) Replenishing bottle pick flow rack as directed by computer and self-discovery.  Determining volume of replenishment

g) Prioritizing immediate requests or demands for orders, at all times operating under existing department procedures 

h) Reporting inventory anomalies and informing supervisor for follow up

i) Reporting product or store order problems and warehouse safety concerns to Stock Control department or Supervisor

j) Maintaining a high level of security at all times and informing management of any problems

k) Ensuring all recycling materials within the warehouse are recycled

2. Provide and maintain a safe working environment within the warehouse by:
a) Keeping abreast of all new safety regulations and requirements.  Ensuring safety of self and others at all times within the distribution centre, reporting unsafe practices, conditions and damage to management

b) Ensuring all manual processes within the warehouse are carried out ergonomically correct

c) Informing management of relevant training requirements

3. Performs general housekeeping within the warehouse by:
a) Ensuring the cleanliness of the distribution centre by removing string, plastic and cardboard 

b) Collecting and removing, from active inventory, broken cases/bottles adjusting computer system and physically moving product to recoup area maintaining an accurate record for all breakage

c) Recouping product breakage including drygoods, cleaning and repackaging as required, removing destroyed products from inventory and adjusting format of product on the computer system as well as physically returning product to correct active picking or storage locations 

d) Informing supervisory staff of any problems within assigned areas of work

4. Performs other duties as requested by management by:
a) Undertaking WW3 duties, as required

b) Providing informational orientation to new employees

c) Assisting in and contributing to departmental meetings


FINANCIAL RESPONSIBILITY
	


DIRECT SUPERVISION (i.e., responsibility for signing the employee appraisal form)

	Role
	# of Regular FTE’s
	# of Auxiliary FTE’s

	Directly supervises staff
	    
	    

	Supervises staff through subordinate supervisors
	    
	    


PROJECT /TEAM LEADERSHIP OR TRAINING (Check the appropriate boxes)


	Role
	# of FTE’s
	Role
	# of FTE’s

	Supervises students or volunteers
 FORMCHECKBOX 

	    
	Provides formal training to other staff 
 FORMCHECKBOX 

	    

	Lead project teams 
 FORMCHECKBOX 

	    
	Assigns, monitors and examines the work of staff
 FORMCHECKBOX 

	    


SPECIAL REQUIREMENTS
	Criminal Record Check is required.

This position may require lifting liquor cases up to 30-45 lbs. to varying heights and performing warehouse duties including frequent bending and standing.  



TOOLS / EQUIPMENT
	Use of vehicle mount and hand held radio frequency scanners on a daily basis.

Incumbent is required to operate powered mobile equipment.



WORKING CONDITIONS
	Warehouse environment that requires substantial footwear and high visibility vest.

24 hour operation.



WORK EXAMPLES
	Picking and palletizing orders utilizing electric pallet jack/order picker and radio frequency Warehouse Management System.
Physically moving liquor cases up to 45 lbs.



COMMENTS

	


PREPARED BY

	NAME:

     
	DATE:

     
	


EXCLUDED MANAGER AUTHORIZATION

	I confirm that:

1.
the accountabilities / deliverables were assigned to this position effective: (Date).

2. the information in this position description reflects the actual work performed.

3. a copy has / will be provided to the incumbent(s).



	NAME:

     
	SIGNATURE:
	DATE:
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STAFFING CRITERIA

	Must be 19 years of age and legally able to work in Canada. 

Must be in good physical condition and able to lift up to 30 - 45 lbs repetitively for extended periods of time during the shift. 

Must be service and results oriented and able to work cooperatively in a team environment. 

Experience in a fast paced, high volume distribution/warehouse environment is preferred.




COMPETENCIES

	Service Orientation: implies a desire to identify and serve customers/clients. 
Teamwork and Cooperation: the ability to work cooperatively within diverse teams, work groups and across the organization to achieve group and organizational goals.
Results Orientation: a concern for surpassing a standard of excellence. 
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