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JOB DESCRIPTION 
 
JOB TITLE:  Van Driver/Delivery Person  
 
RESPONSIBLE TO:  Warehouse Manager  
 
HOURS OF WORK:  30 hrs PW 7.5hrs per day Monday to Friday (Occasional 

weekend work required)   
 
LOCATION:   Warehouse in Glenfield   
 
JOB PURPOSE:   To provide an efficient collection and delivery service between 

LOROS Shops, other LOROS facilities, donators and customers 
within Leicester, Leicestershire and Rutland. 

 
 
DUTIES AND RESPONSIBILITIES: 
 

• Work closely with the Warehouse Manager and office team to maximise efficiency of daily 
collection and delivery schedules across shops, warehouses, and customer homes. 

• Carry out collections and deliveries in a professional, courteous, and customer-focused 
manner, acting as an ambassador for LOROS at all times. 

• Help to Plan and follow the most fuel-efficient and time-effective routes to optimise 
productivity and reduce costs. 

• Ensure vehicles are loaded accurately and securely, with the correct stock collected from the 
appropriate shop or warehouse location and delivered to the correct destination. 

• Conduct daily vehicle safety checks in line with LOROS procedures and promptly report any 
faults or concerns to the Senior Driver or Warehouse Manager. 

• Drive safely and responsibly at all times, adhering strictly to the Highway Code and LOROS 
policies. 

• Maintain accurate and up-to-date paperwork, delivery records, vehicle logs, and digital 
records in accordance with LOROS procedures. 

• Demonstrate basic computer literacy, including checking and responding to emails, accessing 
internal systems, supporting warehouse data processes, and completing mandatory online 
training within required timeframes. 

• Notify the Warehouse Manager when routes are completed and vehicles are reloaded, and 
provide support with additional warehouse tasks as required. 

• Undertake general warehouse duties when needed, including stock sorting, supporting STCO 
(Stock Control) processes, assisting with Gift Aid procedures, book scanning, PAT testing of 
electrical items, and maintaining a safe, compliant and organised working environment. 

• Support the warehouse team in ensuring accurate movement and tracking of stock between 
shops and warehouse locations to maintain effective stock control and maximise income 
generation. 
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• Support Shop Managers with the safe lifting, movement, and positioning of stock and 
furniture within shops, ensuring excellent presentation standards are maintained. 

• Undertake ad hoc furniture collections and deliveries as required to support income 
generation and operational priorities. 

• Supervise, support, and work alongside volunteers during collections, deliveries, and 
warehouse tasks, ensuring they are guided appropriately, follow procedures, and operate 
safely at all times. 

• Promote a strong health and safety culture by following manual handling guidance, safe 
loading practices, and risk assessment procedures. 

 
GENERAL: 
 
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS 
Confidentiality Policy. 
 
To carry out and comply with the prevention and control of infection as per LOROS policies 
and procedures. 
 
All staff are subject to LOROS policies, procedures and conditions of service, with reference 
to the Health and Safety at Work Act 1974. 
 
The post holder is responsible for safeguarding the interests of children and adults who 
they come into contact with during their work. To fulfil these duties post holders are 
required to undertake mandatory training to recognise the signs and symptoms of abuse or 
individuals at risk and to follow LOROS policies relating to safeguarding practice including 
reporting any concerns that they may have. 
 
Take reasonable care for the health and safety of themselves and of other persons who 
may be affected by their acts or omissions at work. 
 
Co-operate with their employer as far as is necessary to meet the requirements of the 
legislation. 
 
All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also 
strive to exhibit the Values & Behaviours at all times (see-attached document). 
 
The contents of this job description are not exhaustive and may be amended in accordance 
with the needs of the service after discussion with the post holder whose agreement will 
not be unreasonably withheld. 
 
 
 
Signed…………………………………………… Date………………………………………… 
Post holder 
 
 
 
Signed……………………………………………  Date ……………………………………….. 
Line Manager 
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