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FOREWORD

www.jenkinsgroup.com/careers

Thank you for downloading our candidate briefing document. This briefing document will provide you with
important information; about us, the role, the qualifications, skills, experience and competencies required to be
successful in this role. If you are interested in joining our progressive company and meet our requisite skills and
experience for this role, then we look forward to receiving your application.

Key Dates

Please note that the closing date for receipt of completed
applications is Tuesday 27th September at 12 noon. Completed
applications must be sent to careers@jenkinsgroup.com.

Should you require any further information then please do not hesitate
to contact a member of our HR team.

Jane Moss
People Development Manager



JENKINS GROUP- OVERVIEW

Jenkins is a port-centric cargo handling,
warehousing and logistics business specialising in
the paper and forest products sector. Our
excellent customer service and engagement is
built from our strong operational performance,
carried out in a safe and compliant environment.
We have a solid record for outstanding service,
streamlined facilities, plus exceptional
management and logistic capabilities. Our
customers are typically global forest product
manufacturers and our core market is bulk and
containerised cargo shipments arriving into the
UK and Ireland by sea.

We have been operating for over 40 years, and
have grown to become the market leader in the
UK and Ireland. We are headquartered in Belfast,
Northern Ireland and operate in 13 different
locations across the UK and Ireland, including
Felixstowe, Belfast, Derby, Dublin, Hull, Liverpool
and Sheerness.



Our Stevedoring function specialises in forest
products and generally handles paper in rolls,
pallets, wood pulp, timber and plywood. We
also regularly stevedore shipments of RDF
(refuse derived fuel), waste paper, bulk
cement, grain and fertilisers.
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Warehousing

We specialise in modern quayside warehousing
throughout the UK and Ireland. We store a
variety of commodities before onward
distribution. Our cargo is treated with the utmost
care and respect and we strive to keep to KPIs,
including low damage levels and efficiency and
productivity.

Our Transport function includes our own
dedicated fleet as well as selected haulage
partners to meet just in time requirements for
destination across the UK and Ireland.

Transport

Ships Agency

Our Ships Agency function arranges vessel
berth, all required port and husbandry services,
looks after the needs of the Master and the
crew, clears the ship with the port and other
authorities, prepares and submits appropriate
documentation, along with releasing or
receiving cargo on behalf of the customer.



ROLE SPECIFICATION
[Insert job spec]

THE ROLE IN CONTEXT
Job Purpose
The overall aim of the role is to work in collaboration with the Transport Team, in
communication with Operations, Customer Service and other business functions
to deliver an efficient and outstanding service. The Transport Supervisor will
provide a proactive service, optimising service provisions, maximising
efficiencies, improving performance and monitoring driver and vehicle
compliance. Alongside this the Transport Supervisor will manage a daily
schedule of customer orders and will maximise profitability and seek to enhance
commercial opportunities for growth.

This opportunity is suited to a highly ambitious, communicative and proactive
individual who enjoys working as part of a team in a fast-paced environment.
The hours of work are Monday to Friday 8.00 – 17.00, with occasional ‘on call’
work required.

Departmental Structure

Operations Director
Paul Harden

Transport Manager
David Fitzpatrick

Chief Operating 
Officer

Alan Dowd

Transport Supervisor

Drivers & Transport 
Fleet



ROLE SPECIFICATION
Compliance- Health & Safety Management

• Adhere to all Transport Compliance and legislation;
• Delivering Tool Box Talks;
• Tracking vehicles on Samsara to ensure customer service and

compliance;
• Monitor and record drivers hours for daily/weekly and reference period

compliance;
• Address any infringements with drivers for sign off and any follow up

action with HR if required;
• Recording of drivers hours weekly;
• Monitor driver daily defect sheets and track any work required;
• Adhere to unit and trailer service dates;
• Undertake driver debriefs;
• Adhere to stated policies and procedures relating to health and safety;
• Planning drivers loads within legal standards, taking driving time and

working time into consideration;
• Ensure that all policies and procedures are adhered to regarding legal

compliance for drivers and vehicles;

Resource Management

• Assist in the development of a high performance culture;
• Analysing key performance indicators (KPI’s) in order to monitor and

measure data against established standards;
• Support and implement processes and policies in support of

organisational goals to maximise efficiency and customer satisfaction;
• Supervise, monitor and evaluate staff performance;
• Participate in the recruitment and selection process for Drivers;
• Identify and implement strategies to maximise vehicle utilisation;
• Processing of drivers’ holidays, absence and wages;
• Plan efficiently and in the most cost-effective manner to ensure

profitability;
• Actively seek opportunities for backloads in order to minimise empty

running to achieve budgeted gross margins;

Transport Operational Duties

• Manage delivery schedule through in-house planning software;
• Taking and managing the transport department telephone calls,

including out-of-hours on a rota basis;
• Manage incoming customers’ and suppliers’ emails and telephone

orders;
• Manage calls from hauliers and booking subcontractors as per rates

schedule;
• Produce KPIs using relevant data;
• React to changes in plans and issues that arise ensuring

communication with our customers at all times;

Relationship Management

• Liaise with warehouse operations regarding loading requirements;
• Liaise with Customer Care to ensure customer orders are raised

correctly;
• Ensure communication is effective and timely within the Transport team

and between internal teams including Customer Care, Accounts,
Operations and Commercial;

• To work as part of a team to contribute to the effectiveness of the
overall transport division;

• To provide training and support for new colleagues;
• Partnering and collaborating with all business functions;
• Carry out all reasonable activities as requested by management;

Customer Service Orientation

• Identifying and actioning commercial opportunities in collaboration
with the Commercial team;

• Continually expanding knowledge of our services to provide an
informed perspective to customers and colleagues;

• Effectively implement all new agreed customer requirements;
• Promptly respond to all queries and report feedback.



PERSON SPECIFICATION- CRITERIA
IN ORDER TO SUCCEED IN THIS ROLE, THE INDIVIDUAL WILL HAVE THE FOLLOWING CRITERIA:

Essential Criteria
• Hold a CPC qualification, working towards one or a willingness to become qualified;
• GCSE grade C and above in English and Maths or equivalent; 
• A minimum of 2 years’ transport planning experience in a fast-paced environment including the 

supervision of a team of drivers;
• Experience of working closely with operational and transport Teams for service delivery; 
• Excellent working knowledge of Microsoft office products, particularly Microsoft Excel and Word;
• Successful track record of developing good working relationships with customers and colleagues;
• Experience in communicating at different levels across an organisation and the ability to adapt tone and 

style to suit audience;
• A successful track record of using commercial acumen and problem solving in a transport planning 

environment;
• The ability to deal with and manage competing priorities with precision and accuracy;
• Professional written communication style.



PERSON SPECIFICATION
THE KEY COMPETENCIES FOR THE EFFECTIVE PERFORMANCE OF THIS ROLE ARE:

People Management

A strong communicator, with the ability to lead a team whilst gaining the trust and respect of 
colleagues. Manage any conflicts that might arise with a level-head, positively influencing 
situations. Work with team members to achieve the best possible outcome for the business and 
customers alike.

Flexibility & Adaptability

Ability to change priorities to meet others’ expectations. Adaptable to shift position on issues in 
response to a changing situation and an ability to overcome setbacks in order to achieve 
objectives.

Commercial Acumen

Ability to understand the key business issues that affect the sustainability and growth of the 
company and take appropriate action or make recommendations to maximise success.

Financial and Budgetary Management

The ability to strategically plan, organise and lead whilst taking consideration of the financial 
implications and seeking to realise departmental efficiencies at all times. The ability to 
understand financial reporting, prepare and interpret a departmental budget, review & analyse 
variances and take decisive action to correct variances where required. 

Communication

Structures and pitches all communications at an appropriate and relevant level to meet the needs 
of a range of audiences.  Present ideas persuasively and takes opportunity to reinforce important 
messages.  Writes clearly, unambiguously and logically using appropriate style and language.  

Customer Service Orientation

Delivers a high quality service in accordance with the agreed service provisions and standards 
expected from the role/ function. Is committed to providing an excellent service to ensure a 
high level of customer satisfaction is achieved.  Understands the links between own personal 
professionalism and the possible impact on the company.

Risk Management

The ability to use knowledge and skills to identify and anticipate potential risk, analyse the risk 
and formulate the necessary plans to mitigate against the risk

Problem Solving

The ability to precisely gauge a situation and arrive at a positive solution, which takes into 
consideration defining the problem, devising alternatives and evaluating and implementing 
the most suitable solution.  

Relationship Management

Ability to gain the trust and co-operation of, and build effective working relationships with a 
wide range of people.  Ability to use appropriate interpersonal style with all stakeholders.



IN RETURN, WE OFFER:

• Competitive Salary £28,000- £32,000 (dependent on experience);
• Free on-site Parking;
• Contributory Pension and Life Assurance schemes;
• Professional Development Opportunities;
• Opportunity to be part of a strong private equity backed business at an exciting stage in our 

growth. 


