POSITION DESCRIPTION


POSITION TITLE:	Truck Driver

LOCATION:	As per agreement

REPORTS TO:	Op Shop Manager

DIRECT REPORTS:	N/A or as per role requirements
PURPOSE: To support SPCA’s Op Shop operations by efficiently and safely collecting,
transporting, and delivering furniture and other items to customers’ homes or businesses. This role requires physical fitness, adherence to safety standards, and a strong focus on operational efficiency, while upholding SPCA’s values, mission and promoting a positive public image.


	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	Responsible for the safe collection, transport, and delivery of furniture and other items, ensuring efficiency and care in handling.
	· Safely collect, transport, and deliver furniture and other items as directed by the Op Shop Manager.
· Be physically fit, with the ability to lift, carry, and move heavy furniture and other large items.
· Load and unload furniture safely, using correct lifting techniques to prevent injury or damage.
· Assemble or disassemble furniture as required to ensure safe transport.
· Follow the most productive and efficient routes, using GPS and approved route planning tools.
· Complete collections and deliveries within prescribed timelines.

	Contribute to the success of the wider Op Shop team by working collaboratively and maintaining positive, professional relationships.
	· Completes work as directed in a timely manner.
· Maintains a professional standard when dealing with all SPCA staff in stores, SPCA National Office and at the SPCA Centres.
· Work collaboratively with the Shop Manager, Op Shop Team, and other SPCA staff.
· Provide support to the Op Shop team during periods when not scheduled to drive, including assisting with general store operations, handling donations, and any other tasks required to ensure smooth day-to-day Op Shop operations.
· Participate in team meetings and contribute toward
achieving SPCA’s strategic and operational goals.
· Act professionally and embody SPCA’s values in all
interactions.




	Ensures the truck is operated to a professional standard while providing excellent customer service to donors, recipients, and stakeholders.
	· Provide a high standard of customer service to donors, recipients, and stakeholders.
· Collect and deliver any goods and donations as requested by the Call Centre or the Op Shop and Retail Area Manager in a timely manner.
· Ensure all donors are thanked and treated respectfully when goods are donated.
· Comply with all relevant road laws and SPCA driving policies.
· Manage daily schedules to ensure jobs are completed as planned.
· Keep the truck clean, fuelled, and well maintained, reporting any issues immediately.
· Manage and book the truck for servicing and WOF as per schedule.
· Complete paperwork accurately and promptly (e.g. delivery manifests, proof of delivery, general administration).
· Complete SPCA compliance audits in a timely manner.
· Undertake required training as directed.

	Supports and supervises volunteers assisting with truck operations or furniture handling, ensuring safe and effective practices.
	· Ensure volunteers assisting with furniture handling or truck operations work safely.
· Supervise volunteer tasks, ensuring compliance with safe work practices.
· Maintain professionalism in all interactions with volunteers.

	Maintains a safe working environment by following all health and safety requirements and ensuring compliance with legislation and SPCA policies.
	· Comply with all relevant laws, regulations, and SPCA Health & Safety policies (Health and Safety at Work Act 2015)
· Take reasonable care of personal safety and that of others.
· Follow all health and safety instructions, policies, and procedures.
· Report incidents, hazards, and unsafe practices immediately.
· Identify risks and take appropriate action to mitigate them.
· Maintain knowledge of and comply with emergency procedures.
· Complete mandatory training within required timeframes.
· Use correct manual handling techniques and equipment when lifting and moving heavy items.




	Provides additional support across SPCA operations as required.
	· Provide support and assistance at SPCA events and campaigns as required.
· Perform other duties as directed by management to support SPCA operations.
· Duties listed should not be considered exhaustive; they may be amended from time to time to reflect organisational needs.



INTERNAL FUNCTIONAL RELATIONSHIPS:
· All SPCA staff and management
· Volunteers and students

EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Members of the public
· Other animal welfare agencies

PERSON SPECIFICATION
Qualifications and Experience
· Full, clean driver’s licence with ability to drive a large vehicle (truck).
· Experience in a similar role (transporting and handling goods).
Skills and Knowledge
· Sound computer skills, including email, internet, and Microsoft Office.
· Strong interpersonal skills with ability to build rapport with staff, stakeholders, and volunteers.
· Effective decision-making and problem-solving skills.
· Strong customer service orientation.
· Effective time management and planning ability.
Personal Attributes
· Commitment to high-quality work and professionalism.
· Highly organised with ability to prioritise, multitask, and meet deadlines.
· Ability to manage confidential information responsibly and with integrity.
· Resilient, able to manage stress and handle emotional situations while retaining empathy.
· Excellent written and verbal communication skills.
· Able to work autonomously, adaptable, and maintains a positive, can-do attitude.
· Physically fit, with the strength and agility required for heavy lifting.
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