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APPLICATION

This agreement shall apply to all employees of Sigma Company
Limited in New South Wales who are bound by the terms of the
Clerical and Administrative Employees {State) Award and the
Storeman and Packers General (State) Award.

PARTIES BOUND

i) Sigma Company Limited ~ Healthcare Division (NSW) and its
employees at Kingsgrove, Newcastte and Wetherill Park.
i) National Union of Workers — NSW Branch.

DATE AND PERIOD OF OPERATION

This agreement shall operate from the beginning of the first full
pay period on or after the 1% of February 2001, and shall remain
in force for a period of two years, expiring on the 31 of January
2003.

AIMS AND OBJECTIVES

Company management, employees and the union that are
parties to this agreement aim to achieve the following objectives
through the development of a “Best Practice” agreement.

The quality of goods and services offered by Sigma NSW will
become a benchmark for wholesaling and distribution of
pharmaceutical products in Australia.

The company has developed a management style based on the
empowerment and involvement of its employees.

The objectives of this agreement are:

6.3.1 To establish profitable and enduring enterprises through
the effective and efficient provision of high quality goods
and services for the benefit of the employees, the
shareholders, customers and the community.
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6.3.2 To develop a workforce with the skills to enable the
company provide goods and services of consistently high
quality in order to help expand opportunities for the
enterprise.

6.3.3 To adopt a skill based pay system with competency
standards, that establishes a career path for employees.

The company and the union acknowledge that an essential
factor in achieving these objectives is the development and
maintenance of harmonious and productive working
relationship between the company, management and
employees, so as to ensure that employees are committed to
their jobs and to the success of the enterprise. The parties
agree that the achievement of these working relationships
and fulfillment of commitments requires:

6.4.1  That employees be involved in the decision making
process with regard to decisions directly affecting
their work areas.

6.4.2  That employees have the opportunity to achieve
their full potential within the context of the
enterprise.

6.4.3  That employees benefit from the success of their
efforts.

6.4.4  The willingness of employees in consultation with
management to accept flexibility in the performance
of jobs and duties, subjgct tdiagieed tmpining and
OH&S procedures. | Enterprise Agreement |

I Industrial Peaics
To ensure the meeting of the objectives of this agregment,

the parties agree that the following measures form-an integral
part of the company’s operations:

6.5.1  The company and its employees will constantly
seek improvements in safety, work organization,
quality and in any other areas which will enhance
the quality of the working environment and the
effectiveness of company operations.

6.5.2  The avoidance of any action which disrupts or
impedes delivery of goods and services by the
prompt resolution of employee concerns through
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effective communication and the agreed processes
contained in clause 7 of this agreement.

The training and development of employees to
ensure that they have had the opportunity to
achieve their potential within the enterprise and to
meet the changing needs of the enterprise.

The undertaking of work in an agreed flexible and
efficient manner.

The development of working relationships between
management and employees to promote mutual
trust, open communication of relevant information
and ideas and cooperation generally.

The maintenance of agreed, acceptable standards of
conduct and attendance necessary to ensure safe
and efficient operations.

The implementation of a skill based system of
remuneration, which gives encouragement to
employees to improve their skills, abilities and
performance in line with the operational needs of
the enterprise.

CONSULTATIVE COMMITTEE

The Sigma New South Wales Consultative Committee was
formed to negotiate and oversee the implementation of this
enterprise agreement.

The composition of the Consultative Committee shall comprise
the following representation:

7.2.1 Up to six (6) elected employees representing each of the
following areas of the business:

Receiving
Induction
Assembly |
Credits .
Despatch |
Customer Service / Telephone Order Entry

7.2.2 Two (2) management representatives.
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The committee has developed its own constitution as per
Appendix A.

TRADE UNION TRAINING LEAVE

Union delegates elected in accordance with the rules of the
union, upon application in writing to the company, shall be
granted up to five (5) days leave with pay each calendar year
(non-cumulative) to attend courses conducted or nominated by
the union, which are designed to promote good industrial
relations and industrial efficiency within the pharmaceutical
industry. '

PERSONAL (SICK LEAVE) LEAVE & MEDICAL CERTIFICATES

Effective from the date of this agreement, any employee who is
absent from work on account of sick leave for one day only,
will not be required to provide a medical certificate to prove an
entitlement to sick leave.

Sick leave absences of more than one day will require a
medical certificate for sick leave to be paid.

EMPLOYMENT STATUS

Permanent Part Time status applies to any employee that is
employed to work more than 20 hours per week, but less than
38.

A part time employee may have their ordinary hours increased
or reduced by up to 20% with the provision of 14 days notice in
writing to the employee.

To be considered permanent part time, a part time employee
must have completed a 3 month probationary period from
commencement of employment.

An employee, with the agreement of the company and subject
to the needs of the business, may be permitted to change their
employment status from Permanent Full Time to Permanent Part
Time or vice versa. [ s
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All new employees upon commencement with Sigma (NSW)
will be placed under a three month probationary period.
Permanent employment (on a full time or part time basis) will
only be offered at the satisfactory completion of the
probationary period.

All employees employed under the terms of this agreement will
be paid as adults. No employee subject to this agreement will
be paid on junior rates.

All casuals employees will be paid the appropriate shop rate for
their classification plus the appropriate casual loading.

11 OCCUPATIONAL HEALTH AND SAFETY

11.1

11.3

The parties recognize that Sigma places safety ahead of all other
aspects of its operations and supports the following;

The company will at all times maintain a safe and hazard free
work-place and will comply with all relevant Acts, regulations
and codes of practice.

Employees will at all times conduct themselves in a safe and
responsible manner to ensure their own safety and that of their
fellow employees.

The company will encourage employees to take a constructive
role in promoting improvements in OH&S and in assisting the
company to achieve its stated “zero” personal injury rate target.

12 RELATIONSHIP TO AWARD

This agreement shall be read and interpreted wholly in
conjunction with the Clerical and Administrative Employees
(State) Award and the Storeman and Packers General (State)
Award. Provided that where there is inconsistency between this
agreement and either of the awards which underpin the
agreement, the agreement shall prevail to the extent of any
inconsistency.
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13 NATIONAL STANDARD'S

This agreement shall not operate so as to cause an employee to
suffer a reduction in ordinary time earnings or in National
Standards, such as standard hours of work or in leave

entitlements.

14 AVOIDANCE OF INDUSTRIAL DISPUTES

In the event of a dispute, claim or grievance likely to affect the
business of the company or the employment of employees, the
following procedures shall be followed:

a)

d}

e)

In order to allow for the peaceful resolution of the
dispute, claim or grievance, the parties are not to
participate in or be responsible for stoppages of work,
lockouts or any other bans or limitations on the
performance of work while the procedures of negotiation
or conciliation as detailed herein are being followed.

In the event of an employee having a grievance or
dispute, the employee shall in the first instance attempt to
resolve the matter with their immediate supervisor, who
shall respond to such requests as soon as is reasonably
practicable in each circumstance.

Should the dispute, claim or grievance remain
unresolved, the employee may refer the matter to his or
her representative, who shall attempt to resolve the matter
with the relevant supervisor.

Should the dispute, claim or grievance remain
unresolved, the union representative shall consult with
site management in order to resolve the matter.

Should the dispute, claim or grievance remain
unresolved, the union representative shall consult with an
official of the union who shall discmﬁss_-_!gg__rlr_latter with an

appropriate representative of the cdmpapy... . ——=
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f) If any matter remains unresolved, either party may submit
‘ the matter to the Industrial Relations Commission of New
South Wales for resolution through conciliation and

arbitration.

g) Whilst the above procedure is being followed, work shall
continue normally in accordance with this agreement.

h)  Inany case, “ethical” products (those products coded S2
and above and any other product for which a prescription
is required) will be exempt from any industrial action.

i) No party shall be prejudiced as to the final settlement, by
the continuance of work in accordance with this clause.

j) In the event of a party failing to observe these procedures,
the other party may take such steps as are open to it to
resolve the matter.

k)  The parties shall, at all times, confer in good faith and
without undue delay.

15 WAGE INCREASES

During the life of this agreement, the following wage increases
shall be paid: '

i) From the first pay period commencing on or after
01/02/2001 - 4%;

ii)  From the first pay period commencing on or after
01/12/2001 - 4%;

iii)  From the first pay period commencing on or after
01/06/2002 - 0.5%.

16 HOURS OF WORK

16.1 The ordinary working hours for full time employees covered by
this agreement shall be 38 hours per week, worked between
6.00am and 6.00pm Monday to Friday. All time worked outside
the spread of ordinary hours shall be overtime and-shall be paid



16.2

SIGMA NSW ENTERPRISE IMPROVEMENT AGREEMENT
2001

in accordance with the overtime provisions of the relevant
Parent Award.

Provision for “banking” of RDOs up to a maximum of 5 days
per year will only be allowable in extenuating circumstances
with the prior approval of company management.

17 PERSONAL (Sick Leave) / CARERS LEAVE

A permanent employee (as defined by subclause 10.6) shali be
entitled to salary continuance for a period of absence due to the
illness or personal injury of themselves or their immediate
family (as defined) on the following basis:

i) In the first year of employment -5 days.

i) In second and subsequent years of employment — 8 days.

iii)  Provided that employees covered by the Storeman and
Packers General {State) Award shall receive 10 days in the
second and subsequent years of employment.

Subject to the following conditions;

171

The employee shall inform the company and specifically his /
her supervisor, of his / her inability to attend for the rostered
time; _

In order to secure proper coverage for such absences, the
employee should state the nature of the injury / illness and the
estimated duration of absence.

17.2 The entitlement to use carer’s leave for the purpose of caring for

another is subject to:

i)  The employee being responsible for the care of the
person concerned; and’
ii)  The person concerned being either:
- A member of the employee’s immediate family;
or
- A member of the employee’s household.
i)  The term “immediate family” includes:
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a) A spouse (including a former spouse, a de
facto spouse and a former de facto spouse) of
an employee; and

b)  An adult child {including an adopted child, a
stepchitd or an ex-nuptial child), parent,
grandparent, grandchild, or sibling of the
employee or spouse of the employee.

17.3 An employee shall, if required to do so by the company, prove

18

to the satisfaction of the company by Statutory Declaration or
by medical certificate (excluding absences outlined in clause 9),
that he or she was unable on account of personal illness or
injury or the illness or injury of the person requiring care, to
attend for work on the day or days for which the employee
claims to be entitled to Personal / Carers leave.

REDUNDANCY PROVISIONS

The parties agree to apply the provisions of Appendix B in
instances where retrenchments will occur.

19 AGREEMENT NOT TO BE USED AS A PRECEDENT

20

This agreement shall not be used in any manner whatsoever to
obtain similar arrangements or benefits in any other location or
enterprise.

NO EXTRA CLAIMS

For the life of this agreement, Sigma NSW, the union and the
employees agree that there will not be any further or additional
claims made by any party in relation to wages or conditions of
employment.

|'I||I -—_-____= =
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21 CLASSIFICATION STRUCTURE (LEAVE RESERVED)

a)

A Sigma classification structure for all employees in NSW will
be developed through the Consultative Committee and
commence to be operative within the life of this agreement.

The proposed classification structure is attached at Appendix C.

The purpose of implementing the new classification structure is
to establish skill based standards appropriate to the industry
sector that will enhance flexibility, productivity and efficiency.

This will enable the company to move away from narrow task
based jobs, to work which is based on skills and competency
standards and has greater variety, responsibility and defined
career progression for employees.

The new classification structure, together with the acquisition of
skills, will lead to the creation of a multi skilled, flexible
workforce that is capable of delivering desired productivity and
efficiency improvements.

The structure will be subject to future amendment regarding
changes to:
- The industry sector relating to the functions and
operations of Sigma,
- The National Warehousing and Distribution Standards,
- The National Clerical and Administrative (Private
Sector) competency standards,
- Input from the Consultative Committee.

The Consultative Committee will determine an agreed transition
process from the old to the new classification structure.

The framework for the translation process will include:
Employees are to be reclassified according to their skills and

paid accordingly. No employee shall suffer a decrease in wages
as a result of the transfer to the new classifieation structure.
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Where an employee is paid above the rate applicable to a
person of his / her skill level, the parties agree that such
employees will be provided catch up training to qualify them
for their classification rate, where possible.

29 COMPETENCY ASSESSMENT / PERFORMANCE APPRAISAL

Once appropriate competency standards and job descriptions
have been adopted and implemented at Sigma, appropriate
assessment systems for all Sigma employees will be developed,
workplace assessors will be trained and an appeals process will
be developed in conjunction with the union and the
Consultative Committee.

23 RENEWAL OF AGREEMENT

24

25

The parties commit to commence negotiations to establish the
next enterprise agreement 3 months before the expiry date of
this agreement.

JOB SECURITY

It is not the intention of the company, during the life of the
agreement, to either contract out any existing functions carried
out on site, nor to remove any existing functions from the site.

In the event that the company gives consideration to the issues
outlined immediately above, the company commits’to giving
the union sufficient notice in order to allow appropriate
consultation about such possible changes.

UNION RECOGNITION AND MEMBERSHIP -

For the duration of this agreement, Sigma recognises the
National Union of Workers (NSW Branch) as being the union
that shall have exclusive representation of all employees in
classifications who are covered by this agreement. This
exclusive representation shall extend to all terms and conditions
of employment whether covered by this agreement or not.
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Sigma undertakes upon authorisation to deduct Union
membership dues, as levied by the National Union of Workers
(NSW Branch) in accordance with the rules, from the pay of
employees who are members of the National Union of Workers
(NSW Branch) at the beginning of each month, together with all
necessary information to enable the reconciliation and crediting
of subscriptions to members accounts.

All new employees shall upon commencement be introduced to
the relevant site delegates from the NUW (NSW Branch).

/ Entaﬁ Ot
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Sigma Company Limited - Healthcare Division (NSW)
Enterprise Improvement Agreement 2001

The parties to this Agreement, as specified in Clause 4 of this
Agreement, register their acceptance of the details contained therein,

by signing below.

Sigma Company Limited:

National Union of Workers:

Name:..'.?ﬂA/f(.. f—'lﬂh/ ........
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GUIDELINES FOR SIGMA NSW CONSULTATIVE COMMITTEE

Name:

Purpose:

Terms of Reference:

Composition / Structure:

Sigma New South Wales Consultative
Committee. (“SNSWCC”)

The aims of the “SNSWCC" is to
increase job security through continual
improvement in the efficiency and
effectiveness of our service and quality,
which will lead to improved workplace
relations for all. This aim will be
enhanced by the “SNSWCC”s role in
monitoring and maintaining an
Enterprise Agreement.

- Training

- Productivity and Efficiency

- Current Technology

- Work Organization / Job Design

- Equity

.- Workplace Conditions

- Workplace Practices
- Problem Solving Techniques
- Quality Service.

Committee consists of up to 8 members.

The composition for this committee is to
ensure that there is representation from
all of the following areas:

- Receiving
- induction
- Assembly
- Credits )

- Despatch |
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Term of Office:

Quorum:

Meetings:

Agenda Items:

Minutes:

2001

- Customer Service / Telephone Order
Entry.

Representation from each area means
that members of the “SNSWCC” have
knowledge of the areas concerned.

The workforce will elect Workforce
representatives and management will
elect management representatives.

Terms of Office will be of 12 months
duration.

Quorum should consist of at least 4
employee representatives and 1
management representative.

Meetings will be held on the second
Wednesday of every month at 11.00am,
or as required. Meetings will be held in
the boardroom at Wetherill Park and
shall run for approximately 2 hours.

A member of the workforce who
believes they have an agenda to be
addressed can approach any member of
the Consultative Committee. A list of
agenda items will be given to the
Chairperson who will publish the
Agenda for the next meeting.

A minute recorder will be selected from
the Committee members.

Draft minutes will be read back during
each meeting or at the end of each
meeting to ensure accn.fcy O

information. I 2
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Minutes will be reviewed by the
Chairperson, distributed to each ‘
committee member and posted on
notice boards within 3 working days of
each “SNSWCC” meeting.

Role of Chairperson: The chairperson will be elected by and
from the committee. The role and
responsibility of the chairperson will be:

- Chair the meetings.

- Review Minutes.

- Book available venue

- Ensure agenda is prepared and
distributed scheduled meeting.

- Ensure meeting is progressing and
agenda items are covered within a
reasonable amount of time.

Decision Making Process:  All recommendations from the
committee will be made by consensus.

Training: T he company will provide the
necessary training for “SNSWCC”
representatives.

Key Performance Indicators: The committee will establish Key
Performance Indicators (“KPls”) within 3
months of its establishment. The “KPIs”
are to measure the effectiveness t?f?h&

ittee. / R N
committee / E%lp‘%% fsf";;ed\“’
Rights & Responsibilities of Ing Bteemen, /|
Members: - To attend all meetings. f«_h Sty Reg; )
- To adequately prepare for all \-ax_q_,q i /
meetings. ~/

- To forward apologies to the
Chairperson if unable to attend to
present the views  of the people
represented.
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- To investigate and research issues as
required and to report back
outcomes at each meeting. o

- To have access to the necessary ¢
resources and time to undertake . . *
these responsibilities. i
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APPENDIX B:
SIGMA NSW REDUNDANCY AGREEMENT

11.

Except as provided herein, the provisions of this appendix shall
apply to all permanent (full time and part time) employees. This
appendix does not apply to casual employees.

The Termination, Change and Redundancy provisions of the Parent
Awards will continue to apply to any retrenchments / redundancies
implemented at the company, except where those provisions are
less favorable than the terms of this agreement.

In the event of a redundancy situation, employees who are to be
terminated will receive four (4) weeks notice with an extra week’s
notice for staff over forty-five years of age.

Up to one day per week without the deduction of pay, will be
allowed for employees to attend interviews to gain alternative
employment during the notice period. Any dispute concerning the
taking of time in accordance with this subclause shall be referred
to the Consultative Committee for resolution. |

Employees of the company who are retrenched on account of
redundancy will be paid four week’s pay for each year of
completed service or part thereof, up to a maximum of fifty — six
(56) weeks in any individual employee’s case including the loading
set out in subclause (6) hereunder. Provided that permanent part
time staff will be paid on a pro rata basis on the number of hours
worked each week compared to the total number of weekly
ordinary hours for permanent employees.

. A loading of 10% in addition to the redundancy provisions set out

in subclause 5 of this appendix (subject to the 56 week cap) will be
paid to employees who are forty five years of age or older at the
time of retrenchment.
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Staff who are under the age of forty five at the time of .
retrenchment, but have significant years of service, will receive the
following stepped loadings in recognition of their length of service:

Years of Service Loading
10 - 15 years 5%
16 years 6%
17 years 7%
18 years or over 8%

Provided that when an employee becomes forty — five (45) years of
age, that employee automatically becomes entitled to the full 10%
loading. The loadings in this subclause are not cumulative.

7. All allowances received by the employee for the performance of
their duties, will be included in the calculation of redundancy pay.

8. Entitlements to redundancy pay set out in this Appendix shall be
exclusive of any award entitlements an employee may accrue for
annual or long service leave. :

9. In calculating years of service (or part thereof) under this
agreement, service will be calculated in accordance with the
calculation of continuous service for the purposes of long service
leave as prescribed in the NSW Long Service Leave Act 1955.

Any employee who has had their employment status changed from
casual to either permanent part time or permanent full time from
01/10/96 to 31/07/97 will have their original commencement date
recognized for the calculation of years of service under this
appendix.

10.In the case of retrenchments under this agreement, retrenchments
will be made on the basis of voluntary redundancies.
In the event that there are not enough volunteers or in the event
that there are too many volunteers, the company will consult with
the union and agreement shall be reached between the parties as
to the criteria to be used.
The parties agree that seniority will be taken into accountin__

determinations. R e
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APPENDIX C: SIGMA NSW HEALTHCARE CLASSIFICATION STRUCTURE:

1.1

1.2

1.3

1.4

1.5

1.6

1.7

NSW (Healthcare) Classification Structure:

In accordance with the Sigma NSW Reclassification project all parties are
committed to the implementation of a competency based classification
structure. The parties have agreed to a five level classification structure at
all NSW Healthcare sites.

The basis of the new classification structure will mean wage rates for each
classification level will only apply when the individual performs the duties
within the classified level which are deemed to be part of the individuals
normal daily duties.

The parties recognise and commit to the following principles:

An individual can apply for promotion to higher level when a position is
declared vacant by the company. All vacant positions will be advertised
under the Sigma Company Limited internal advertising policy.  All
applications must be made in writing beyond fevel 2.

The base principles that underpin the Sigma Healthcare Division (New
South Wales) Classification Agreement 2001 are based on workforce
flexibility. All employees will be required to work in all areas of the
Warehouse Operations providing they have been assessed as having the
required level of competence for the position.

individuals may be required to perform temporary relief tasks over and
above their normal duties. Conversely, individuals may have to perform
tasks below their classified level.

Promotion from level one to level two is automatic subject to the
minimum competency standards being met within the prescribed
timeframe.

An individual who is promoted to a higher level than they currently
occupy will be required to achieve the minimum level of competency
standards for that level within the prescribed timeframe.

An individual will be given access to all relevant training to enable them to
meet the minimum requirements of the job level for which they are
expected to perform.

Once an individual has completed the required competency training, a
qualified assessor will assess them on their ability to fulfill this position.
Qualified assessors will be made up of a mix of Managefs=aad/or Team
Leaders at Level 5. Upon successful assessment, the individual will be
formally (in writing) confirmed into their assessed grade. || Pt > €T
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Should an individual be assessed as not having the required competencies
to perform the minimum standards of the classified level, the individual’s

supervisor will be immediately advised by the assessor.

In the event an individual is assessed as not having the required
competencies to perform at the minimum standards of the classified level,
the individual will be counselled by their supervisor in the presence of the
assessor. The counselling will cover, but not be limited to, reasons for the
non achievement of minimum standards, any planned training and support
to be provided to the individual to achieve the required minimum
standards, the time frame for which the in individual will have to
demonstrate the required competencies/skills, the expected commitment
the company expects from the individual to achieve the required
competency level, the individuals rights to appeal against the assessment
outcomes.

The maximum period for any retraining prior to re assessment by the
qualified assessor will be limited to one calendar month.

Any formal counselling, including the agreed outcomes will be confirmed
in writing to the individual.

In the event an individual has been assessed below the required standard,
and the following the expiry of the one calendar month retraining period
(or earlier if agreed by all parties), the individual will be re assessed against
the competency standards for the job level they have been assigned to.
Upon successful assessment the individual will be confirmed in writing to
their classification level. Should the individual be assessed as not meeting
the required standards for the classified level they will be redeployed to
their last level of competency. '

An individual, by their own election, may choose to approach
management to request redeployment to their last level of competence.
The Manager will be required to counsel the individual on the
implications of their request, and confirm their classification level (if
applicable). The counselling will be completed in the presence of a
mutually agreed third party and the counselling details will be confirmed
in writing to the individual.



SIGMA NSW ENTERPRISE IMPROVEMENT AGREEMENT 2001

POSITION DESCRIPTION

POSITION TITLE/DELEGATES RESPONSIBILITIES . =

LEVEL ONE.

Points of Entry: On Commencement

MANUAL HANDLING:
D1. Shifts materials safely
D2. Use manual handling equipment

COMMUNICATIONS AND CALCULATIONS:
E3.  Participate in workplace communication
ES.  Carry out workplace calculations

OCCUPATIONAL HEALTH AND SAFETY:
F1.  Follow OH & § procedures
F2.  Conduct housekeeping activities

TEAMWORK:
G1. Work effectively with others.

RESOURCE MANAGEMENT:
L1. Complete induction procedures

SECURITY:
02. Follow security procedures

CUSTOMER SERVICE:
12.  Apply customer service skills.

POSITION TITLE: TRAINEE m._.OxmmummmOL ..m
TRAINEE CUSTOMER SERVICE OPERATOR | = *

| g

A PERSON AT THIS LEVEL: g

Works under direct supervision either individually or i
team environment. o=
Performs routine tasks and/or operates basic equipment
requiring little or no previous training or experience. The
application of knowledge and skills is limited to a narrow
range of tasks and roles.

Exercises limited judgement in deciding how tasks are to be
performed.

ASSESSMENT:

Satisfactory completion of training and/or demonstrated
competence in accordance with the requirements of this
level. The Transport and Distribution training package will
be the document used to determine the training
requirements and assessment processes lo achieve
competence in all levels of classification.

PROGRESSION PROCESS:

Successful completion of the 9 competency units.
Successful assessment outcomes to be achieved within the
first 3 months of service based on accreditation assessment
process.

Successful accreditation will mean progression to level 2.
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POSITION DESCRIPTION

~

POSITION TITLE/DELEGATES RESPONSIBILI ‘%mm

@ .

LEVEL TWO.

Points of Entry: LEVEL 1

HANDLING STOCK:
A11. Package goods (2a).

A12. Pick and process orders (2a).

Al4, Use product knowledge to complete operations (2a).
A20. Replenish stock (2a).

A22, Participate in stocktakes (2a).

£OAD HANDLING:

D3. Handle dangerous and hazardous goods (2a).
D16. Load and unload dangerous goods (2a).

OCCUPATIONAL HEALTH AND SAFETY:

F6.  Apply emergency/accident procedures (2a).
X1. Handle hazardous substances and dangerous goods (2a).
QUALITY:

J1.  Apply quality procedures (2a),

COMPUTING AND TECHNOLOGY:
K4. Use computers (or scanning equip’t) in the workplace (2a).

CUSTOMER SERVICE (All Positions):
Displays and applies professional customer service skills including
the performance of clerical/admin office/telephone tasks (2a).

! b

POSITION TITLE:

SERVICE.

Lvl 2b: (WAREHOUSE ONLY) LEVEL 2a EMPLOYEE WITH
DEMONSTRATED COMPETENCE IN THE COMPETENCY
UNITS AT LEVEL 3

A PERSON AT THIS LEVEL:

Works under routine supervision either individually or in a
team. Applies knowledge and skills to a range of tasks and
roles. Choice of action required is clear, with limited
complexity in the choice. Exercises basic communication
and interpersonal skills.

ASSESSMENT:

Satisfactory completion of training and/or demonstrated
competence in accordance with the requirements for this
level. The Transport and Distribution training package will
be the document used to determine training requirements
and assessmenlt processes.

CLASSIFICATION REQUIREMENTS:

Level 2a is an employee who has achieved competence and
graduated from Level 1 and has demonstrated and applies
competence in the 12 competency units (as appropriate) for
Level 2a.
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Level 2b is an employee who has achieved accreditation in

all Level 2a competency units and in addition has nn:_\m,@_,

mnnqmﬁ_:m:c:m:_,__E:m:n_-E:r.mn__bﬁmluﬂ:._:_i ﬁ%&nz
competency units for Level 3. L

Progression from level 2a to Level 2b is automatic (for
w/house employees only) providing the employee has
achieved and applies demonstrated competence in the
competency units for Level 2a and has achieved
accreditation in (but is not required to perform) the
compelency units for Level 3.

It is not a requirement of Level 2b to be performing on a
day to day basis the relevant competency units applicable
to Level 3. It is a requirement of Level 2b to be competent
to perform the relevant Level 3 competency units.

An employee must achieve accreditation for their respective
level within 3 months of taking up the position.

PROGRESSION PROCESS:

ASSEMBLY/ REPLENSIHMENT

Progression to Level 3 will be vacancy controlled via the
Company internal advertising policy. Employees at Level 2b
will have the capacity and qualifications for entry to Level 3.
CLERKS

Progression from Level 2a to Level 4 will be vacancy
controlled via the Company internal advertising policy.

T, .IIII'I
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POSITION DESCRIPTION

POSITION TITLE/DELEGATES RESPONSIBILITI

| =
LEVEL THREE. POSITION TITLE: GOODS INWARDS / DESPATCHY/E  E
CREDITS / PRODUCT POSITIONING / DANGEROUS DRUE:S
Points of Entry:  LEVEL2 / FRIDGE. _“_._ Y &
HANDLING STOCK: A PERSON AT THIS LEVEL: |=& 8
A13. Receive goods. Works under routine supervision either N:E{E_Kr?__#r- in &
A15. Complete receival/despatch documentation. team. Applies knowledge and skills to a range T d

A17. Product knowledge applied to organise work operations.

A21. Despatch stock.
A25. Manage temperature controlled stock.

EQUIPMENT CHECKING AND MAINTENANCE:
B1. Check and assess operational capabilities of equipment.

LOAD HANDLING:
D4. Load and unload Cargo/Goods.
D10. Operate a forklift.

COMPUTING AND TECHNOLOGY:
Ki1. Use computer applications.
K3. Apply keyboard skills.

roles. Choice of action required is clear, with limited
complexity in the choice. Exercises basic communication and
interpersonal skills.

ASSESSMENT:

Satisfactory completion of training and/or demonstrated
competence in accordance with the requirements for this level.
The Transport and Distribution training package will be the
document used to determine training requirements and
assessment processes.

CLASSIFICATION REQUIREMENTS:

Level 3 is an employee who has achieved accreditation in all
relevant Level 2 competency units and has demonstrated and
applies competence in the 10 competency units (where
relevant) for Level 3.

An employee must achieve accreditation for their respective
level within 3 months of taking up the position.

PROGRESSION PROCESS:
Progression to Level 4 will be vacancy controlled via the

Company internal advertising policy.
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POSITION DESCRIPTION

POSITION TITLE/DELEGATES wmmvﬂZm_m:._%_

LEVEL FOUR.
Points of Entry: LEVEL 3.

HANDLING STOCK:

A16, Use inventory systems to organise stock control
A18. Organise despatch operations.

A19, Organise receival operations.

A23. Co ordinate stocktakes.

Ax.  Organise assembly operations

EQUIPMENT CHECKING AND MAINTENANCE:
B2. Test equipment and isolate faults.

COMMUNICATIONS AND CALCULATIONS:
E4,  Prepare workplace documents.

E6.  Collect and present workplace data and information.

E8. Process workplace documents.

OCCUPATIONAL HEALTH AND SAFETY:
F3.  Implement and monitor OH & S procedures.
F4. Organise OH & S procedures in the workplace.

TEAMWORK:
G2. Lead work team or group.

RESOURCE MANAGEMENT:
L3. Conduct induction process.

POSITION TITLE: LEADING HAND - CLASS 1] 2 2
I
| %
A PERSON AT THIS LEVEL: | og B
Under general supervision either individually or irja tedm

environment performs work requiring a high leveliof ™~

tasks are to be performed, and has authority to adapt work
methods in dealing with non standard problems. Applies
judgement, initiative and flexibility to resolve day to day
difficulties within their area of responsibility.

ASSESSMENT:

Satisfactory completion of training and/or demonstrated
competence in accordance with the requirements for this
level. The Transport and Distribution training package will
be the document used to determine training requirements
and assessment processes.

CLASSIFICATION REQUIREMENT:
Level 4 is an employee who has achieved compelence in

level 3 and has demonstrated and applies competence in the

18 competency units (where relevant).

An employee must achieve accreditation for their respective

level within 3 months of taking up the position.
The additional 3 competency units being M1, M2, M3 must
be achieved within 6 months of taking up the position.

skills’knowledge of stores, warehousing and distribution

activities. Exercises independent judgement in deciding how

credh
:E"]Ej

Industria) -7
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TRAINING: PROGRESSION PROCESS:
Progression to Level 5 will be vacancy controlled Em _:m

M1. Pre for training.
el i Company internal advertising policy. | 3

M2. Deliver training.
M3. Review training.

ASSESSMENT:

N1, Conduct assessment in accordance with procedures.
N2. Extensions unit plan and review assessment.

N3. Develop assessment tools.

QUALITY:
J2.  Apply quality systems.

COMPUTER AND TECHNOLOGY:
K2. Use information technology in the workplace.

CUSTOMER SERVICE (All Positions):
Displays and applies professional customer service skills including
the performance of clerical/administrative office/telephone tasks.

SUPERVISION:

Monitors the work quality of those supervised to ensure business
unit achieves objectives. Trains employees under supervision by
means of personal instruction and or demonstration.
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