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Warehouse Assistant  

	Job level
	Organisational Support - Level 1
	Reports to
	Warehouse Logistics Lead

	Directorate
	Zoos and Engagement


	Function
	Logistics / Warehouse

	Contract 
	Fixed term 
	Location
	Whipsnade 



Responsibility for resources

	Direct line reports
	n/a
	Responsibility for other resources
	N/A

	Financial resources
	n/a
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 

 The Warehouse Assistant plays a vital role in ensuring the smooth, safe, and efficient operation of the Commercial Warehouse. The role supports the receipt, storage, and dispatch of goods, helping to meet operational demands across retail stores, the online shop, and internal departments.

This position is key to maintaining high standards of stock accuracy, warehouse organisation, and health & safety compliance, while contributing to overall team productivity and performance.

Key responsibilities
	
Order Fulfilment & Dispatch
· Accurately pick, pack, and prepare orders for: 
· ZSL retail stores
· Online shop customers
· Internal department requests
· Process online orders using relevant systems (e.g., Royal Mail and e-commerce platforms).
· Ensure all products are correctly labelled, tagged, and prepared for shipment.
Goods In & Stock Management
· Receive and check incoming deliveries for accuracy, quality, and discrepancies.
· Safely store stock using appropriate manual handling techniques and equipment.
· Use stock management systems to: 
· Book in goods
· Manage inventory
· Process inter-branch transfers
· Carry out stock counts and maintain accurate inventory records.
Warehouse Operations
· Load and unload vehicles safely and efficiently.
· Maintain a clean, organised, and secure warehouse environment.
· Uphold security of stock, equipment, and vehicles at all times.
· Complete all required documentation accurately and promptly.
Site Support Duties
· Support wider site operations by undertaking additional duties when required, including event logistics and warehouse support.
· Assist with litter picking and maintaining cleanliness in allocated areas, contributing to a safe and welcoming environment for visitors and staff.
Collaboration & Communication
· Build strong working relationships with colleagues, suppliers, couriers, and internal stakeholders.
· Communicate effectively to resolve issues and support operational efficiency.
· Support wider logistics activities as required, including events and site duties.
Health & Safety
· Adhere strictly to all health and safety policies and procedures.
· Promote safe working practices and report any hazards or incidents.

Person Specification


	Experience


	Essential
	· GCSEs in Maths and English (or equivalent), although relevant experience is more important.
· Previous experience in a warehouse or logistics environment

· Experience using Microsoft Office applications. 
· Proven ability to collaborate effectively with colleagues and stakeholders

	Desirable 
	· Experience using handheld devices (e.g., PDAs). 



	Knowledge and skills


	Essential
	· Strong organisational skills with the ability to manage multiple priorities. 
· Good communication skills and a proactive, team-oriented approach.
· Competence in stock control and warehouse systems.

	Desirable
	· high attention to detail and accuracy in documentation and record‑keeping.
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