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YATES AUSTRALIA (A DIVISION OF ORICA AUSTRALIA PTY LTD) 
A.B.N. 99 004 117 828 

 
ENTERPRISE AGREEMENT 

YATES AUSTRALIA, MT. DRUITT – WAREHOUSING & 
DISTRIBUTION 

 
1.  Title 

 
This Agreement shall be known as the Yates Australia, Mt. Druitt Warehouse Agreement 2004 (“this 
Agreement”). 
 

2.  Scope of Agreement and Parties Bound 
 
This agreement is made in relation to Yates Australia (“the company”) and the NSW branch of the National 
Union of Workers, and covers those employees falling under the Storeman & Packers General (State) Award. 
 

3.  Duration 
 
This agreement will come into effect on and from the date it is ratified by the Industrial Commission of NSW. 
The nominal term of this award expires on 1 January 2006. In the event that the agreement is not renewed, this 
agreement will remain in force. 
 

4.  Supersession 
 
This agreement is the sole source of all employment condition for employees engaged at the sites who are 
members or eligible to be members of the union. Any and all previous awards and any previous agreements 
whether registered or not, including any oral agreements are superseded by this agreement. Whereby any 
disputes, procedures, subjects, etc are not covered by this agreement, then the award shall prevail. 
 

5.  Contract of Employment – All Employees 
 
(a) Employment shall commence by provision of an offer letter and acceptance of. 
 
(b) Employees shall commence employment on 3 months’ probation or may be extended by the company. 

During the probationary period, the employee or the company may terminate employment at any time. 
For the purpose of this sub-clause, the probationary period will commence on and from the employee’s 
engagement with the company. 

 
(c) The employee may terminate employment by the provision of one week’s written notice or by the 

forfeiture of amount equal to the ordinary time earnings for the period where notice was not properly 
provided. The company may elect to pay out some or all of an employee’s notice. 

 
(d) The company pursuant to the Company Policy may terminate employment of an employee. 
 
(e) An employee who does not attend for duty as rostered shall not be paid for the period of absence unless 

it is in accordance with the leave provisions of this agreement. 
 
(f) An employee who is absent from duty for more than 3 days without notification pursuant to any leave 

provision of this agreement shall be deemed to have abandoned employment on the last day of duty. If 
the employee is able to satisfy the company that the failure to attend work and the failure to notify the 
company of that inability was due to genuine circumstances, then the employment will not be deemed to 
have been abandoned. The company will take steps to advise the employee in writing of any intention to 
proceed with a termination due to abandonment of employment. 
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6.  Contract of Employment – Full Time 
 
A full time employee is one who works an average of 38 ordinary hours’ work per week over a period of four 
consecutive weeks. 
 

7.  Contract of Employment – Part Time 
 
(a) The company may employ part-time employees. 
 
(b) Part-time employees shall have a minimum start per occasion of three continuous hours other than as 

provided at sub- clause 7(c). 
 
(c) A part-time employee may have a minimum start of three continuous hours, on two or more days per 

week, provided that: 
 

The average maximum number of ordinary hours worked per week must not exceed 38. 
 
(d) Part-time employees will receive the same ordinary hourly rate as paid to full-time employees of the 

same classification. 
 
(e) If a part-time employee agrees to work additional hours to those specified as the minimum, those 

additional hours will be paid at the same rate as paid to full-time employees of the same classification. 
No penalty payments are made unless and until the hours worked by the part-time employee fall outside 
the ordinary full-time hours applicable to full-time employees. 

 
(f) By consent, a part-time employee may have their “fixed” hours and days varied, provided that they are 

consistent with the provisions of this clause. 
 
(g) By consent, a full-time employee may become a part-time employee provided their hours are consistent 

with the provisions of this clause. 
 
(h) All part -time employees will be entitled to all benefits and conditions as for full-time employees, 

provided that such benefits and conditions will apply on a prorata basis. 
 

8.  Contract of Employment – Casual 
 
(a) The company may employ casual employees. 
 
(b) A casual employee is employed on an hourly basis, and has no reasonable expectation of regular work. 
 
(c) A casual employee may be employed for not less than four hours at each start, and shall be paid at the 

hourly rate of one thirty-eighth of the weekly wage for the grade in which the employee is engaged, plus 
a loading of 15 per cent on ordinary hours. A casual employee shall also receive a 1/12 loading on each 
ordinary hour worked, for annual leave. 

 
(d) A casual employee shall not be entitled to annual leave, sick leave, bereavement leave, parental leave, 

public holidays, and any such benefits that accrue to weekly employees as the 15 per cent loading and 
1/12 annual leave loading paid to casual employees is in recompense. 

 
(e) Casual employees shall be offered full time employment with Yates Australia after 12 months 

continuous casual employment. 
 

9.  Labour Hire 
 
(a) The company may use labour that is employed by another commercial entity, which contracts with the 

company to provide labour (“labour hire”). 
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10.  Ordinary Days of Work 
 
The ordinary days of work shall be any 5 days Monday to Sunday inclusive, provided that employees who were 
employed prior to 1 January 2000 shall not be required to work ordinary time on Saturday or Sunday without 
their consent. 
 

11.  Orinary Hours of Work 
 
(a) The ordinary hours of work shall be an average of 38 per week over a period of four consecutive weeks, 

Monday to Sunday. 
 
(b) Any work performed on the 6th and subsequent days will be paid at overtime rates as per clause 13 

Overtime. 
 
(c) The daily span of hours shall be worked between 6:00am and 6:00pm. The Company may agree with an 

individual employee for the employee to work ordinary hours between a span, which commences either 
prior to 6:00am or finishes later than 6:00pm.  

 
(d) Any employee volunteering to work ordinary hours outside the span of 6:00am and 6:00pm must do so 

in writing, no employee shall be placed under duress to work ordinary hours commencing prior to 
6:00am or finishing after 6:00pm. Any employee volunteering to work outside the normal span of 
6:00am and 6:00pm can withdraw by giving 7 days notice. 

 
(e) The ordinary hours of work may be rostered in any of the following patterns: 
 

i) 5 equal days per week. 
 
ii) 19 equal days in a 20 day period. 
 
iii) 4 equal days and 1 short day per week. 
 
iv) 4 equal days per week. 
 
v) Any other agreed method of implementation which may include an accrual system for a rostered 

day off to a pattern determined by the company, with up to 5 days of accrual. 
 
(f) Different patterns of hours may be applied to different areas or sections of employees. 
 
(g) Changes to ordinary hour rosters shall be introduced by consultation and agreement with the employees 

concerned. Where agreement cannot be reached, the matter will be resolved in accordance with the 
Continuity of Operations and Disputes and Grievance Procedure. 

 
(h) Time worked before the commencement or after the cessation of ordinary hours shall be paid for at 

overtime rates may be counted as ordinary hours by agreement. 
 

12.  Morning Rest Period 
 
(a) All employees roster to work a shift of more than 5 hours shall be allowed 15 minutes each morning as a 

rest period for morning tea, such time to be counted as time worked. 
 

13.  Overtime 
 
(a) All time worked in excess of ordinary hours shall be paid for at the rate of time and one half of the first 

2 hours and double time thereafter. 
 
(b) An employee who has worked overtime for more than one and a half hours after their normal finishing 

time (and who was not notified of the requirement to work overtime no later than the previous day) shall 
be paid a meal allowance or provided with a meal. 
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14.  Saturday Work 
 
(a) Ordinary time worked on Saturday will attract a loading of 50% on the ordinary time rate of pay. 
 
(b) Employees required to work overtime on Saturday will be paid for a minimum of 4 hours overtime, 

unless the overtime is continuous with rostered ordinary time. 
 
(c) If an employee fails to present for work at the time requested, the company is not obliged to start the 

employee and no overtime payment would be made. 
 

15.  Sunday Work 
 
(a) Ordinary time worked on Sunday will attract a loading of 100% on the ordinary time rate of pay. 
 
(b) All overtime worked on Sunday shall be paid at double time, with a minimum payment of 4 hours 

unless the overtime is continuous with rostered ordinary time. 
 
(d) If an employee fails to present for work at the time requested, the company is not obliged to start the 

employee and no overtime payment would be made. 
 

16.  Commitment to Develop and Modernise Agreement 
 
(a) Both parties will continue to: 
 

i) Negotiate ways to develop the Agreement, which allows the Company to operate in a flexible 
manner, optimise productivity and increase operational efficiency. 

 
ii) Test and review the wage and classification structure in order to ensure: 

 
It does not disadvantage any employee, without creating any false expectation for an employee or 
unreasonable expectation by the Company. 
 
It provides access to training in order for employees to undertake a wider range of duties for 
either job growth or promotion. 

 
iii) That employees can perform all reasonable duties that are incidental or peripheral to their 

designated classification in order to effectively and efficiently undertake their main tasks or 
duties. 

 
iv) Discuss and negotiate, in either a general or specific way, any Agreement matter or any 

reasonable provision or arrangement which is consis tent with the objective of providing more 
flexible and productive working arrangements, improving the quality of working life, enhancing 
the skills and job satisfaction of employees, or assist positively in the overall process of 
restructuring. 

 
17.  Wages 

 
(a) Wages  
 

i) All employees who are bound by this agreement shall be paid a minimum wage increase of: 
 

5% shall be payable from the beginning of the first full pay period to commence as per section 
34b. 
 
4% shall be payable from the beginning of the first full pay period to commence on or after 1 
January 2005. 
 
Details of minimum rates of pay for each classification can be found in Appendix A.  Specified 
rates include all work related allowances eg: forklift allowances, etc. 
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ii) Wages shall be paid by the week, by electronic funds transfer in to the employees nominated 
bank account(s). 

 
iii) All employees will be issued with a pay advice slip showing all monies paid for that week, and 

will include the hours worked on each day as well as overtime hours, sick leave accrual, annual 
leave, etc. 

 
(b) Workers Compensation Make-up Pay. 
 

i) Subject to the provisions of the NSW Workers Compensation Act, in the event of an employee 
being injured in a work-related accident or incident and being medically certified incapacitated or 
partially incapacitated. The Company agrees to ensure that during such period(s) the wages of the 
employee shall be topped up and in accordance with; 

 
At their normal weekly rate* of pay for periods of incapacity. 
 
At least equivalent to the wages that would have been earned by the employee, exclusive of 
overtime, had the injury or illness not occurred, for a period up to 26 weeks from the date of the 
injury or incident. 
 
*“Normal weekly rate” means the ordinary time rate of pay for the employee concerned. 

 
18.  Payroll Deductions 

 
(a) The Company agrees to the provision of a direct debit facility for employee union deductions upon 

employee request. 
 
(b) All employees who are members of the Union to whom this enterprise agreement applies, may be 

covered by a Sickness and Accident Income Protection Plan, approved and endorsed by the Union at the 
employees request. Such payments will be deducted from the employee’s wages. 

 
19.  Superannuation 

 
(a) Superannuation shall be paid in accordance with the Superannuation Guarantee (Adminstration) Act 

1992. 
 

20.  Holidays 
 
(a) Employees covered by this Agreement will be entitled to annual holidays as prescribed in the Annual 

Holidays Act 1944. 
 

21.  Long Service Leave  
 
(a) Long service leave shall be provided in accordance with the New South Wales Long Service Leave Act , 

1955. 
 

22.  Parental Leave 
 
(a) Parental leave shall be provided in accordance with the Award. 
 

23.  Sick Leave  
 
(a) Employees are entitled to leave of absence as prescribed in 23(b) when they cannot attend for work on 

account of genuine illness or injury.  Such leave will be approved by the Company subject to: 
 

i) Within one hour of the normal time for commencement of the employee’s shift, the employee 
will use their best endeavours to advis e their immediate Supervisor or Manager of their absence, 
and potential duration of the absence. 
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ii) Where a Supervisor or Manager is unavailable, the employee should leave a message with an 
employee in their Department.  Where this is not practicable, the employee should seek to 
contact such persons at the earliest practicable time, being a time when the designated people 
become available. 

 
iii) In the event that the employee does not ensure notification to the Company as required, the 

Company may refuse to accept the claim for sick leave but may grant the period of absence as 
“leave without pay". 

 
iv) Subject to the provisions of the Award the Company may require a Medical Certificate for the 

claimed illness or injury if it involves two or more consecutive days of absence.  If required, the 
Medical Certificate must be produced at the first available opportunity, and in any event within 
one month of the claim for leave being made.  The Company may delay the payment for leave 
until the requested substantiation is produced. 

 
(b) For the purpose of this agreement, an employee will be entitled to up to 5 days sick leave during the first 

year of employment and 10 days in the second and subsequent years of employment and such leave 
shall be cumulative. 

 
(c) As an incentive to reducing absenteeism through sick leave, the following scheme will apply for the 

duration of this agreement. 
 

i) This scheme covers those employees who have accrued in excess of 20 days sick leave on their 
anniversary of their commencement date.  Payment for the scheme will only be made on the 
employee’s anniversary of commencement and at their request. 

 
ii) This scheme is subject to: 

 
After each year of employment, (ie on the employee’s anniversary date) that employee may 
choose to be paid for sick leave hours accrued, but not taken, during the previous twelve months 
that are in excess of 20 accrued days.  Payment will be at the employee’s applicable ordinary rate 
of pay at that time, and such payment will cancel any right to accumulate sick leave for that 
period. 
 
An employee, whose sick leave entitlement is below 20 days by virtue of sick leave being taken, 
the employee will not be entitled to claim the benefits of cash payment for sick leave 
accumulation until such time that the minimum accrued threshold of 20 days is reached. 
 
Where either a management, and/or an employee representative determine that an employee is 
not fit to attend work on any day, the employee will be directed to return home and the employee 
will comply with such direction.  Subject to the employee having a sick leave credit, the 
employee will be granted sick leave for the day. 

23a. Bereavement Leave 
 

(a) Bereavement Leave will be available to employees on their making application to the Company 
with any supporting material demonstrating a genuine bereavement arising from the death of an 
immediate family member or close personal associate (including a partner or partner's family). 
Subject to the provisions of the Award, up to two days in any one-year is available. 

 
24.  Consultative Committee 

 
(a) Employees will be required not only to exercise individual skills and capabilities, but also to 

demonstrate a willingness and capacity to operate in a team environment, which takes overall 
responsibility for the workplace and is accountable for output and quality of the area or section in which 
the team operates.  

 
(b) The parties agree to establish a consultative committee to assist the parties improve productivity, 

efficiency and to provide for the effective involvement of employees in the decision-making processes. 
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The committee will consist of an equal number of employer and employee representatives.  The 
meetings are to take place on no less than twelve (12) occasions per annum.  

 
(c) The objects of the committee are to investigate, determine, and make recommendations on matters 

including but not limited to: 
 

Introduction of new technology. 
 
Changes to work organisation. 
 
Expansion and investment. 
 
Quality. 
 
Productivity improvement. 
 
New management practices. 

 
(d) Employee representatives on the committee will have adequate time and access to the persons they 

represent: 
 

prior to the Committee meetings to prepare for agenda items. 
 
following Committee meetings to report back, when necessary, on issues discussed. 

 
(e) Union representatives have the right of access to all information and documents held by management 

relevant to issues being considered by the Committee, with the exception of any documentation, which 
breaches Company confidentiality. 

 
(f) In addition to the consultative committee the Occupational Health and Safety committee in accordance 

with the provisions of this clause. 
 

25.  Work Place Performance 
 
(a) Responsibility for Quality of Work Output: 
 

i) Employees will continue to demonstrate the capability to perform the work prescribed in their 
designated classification and to perform all reasonable work expected in line with their relative 
skills. 

 
ii) Employees will also demonstrate that they have the skills necessary to exercise a reasonable level 

of individual quality control over the work they are performing. 
 
iii) In the event that such skills cannot be reasonably demonstrated the employee will undertake 

training under supervision and direction. 
 
iv) Training will be undertaken so that the employee is able to be res ponsible for work output and 

quality both individually and as part of a team. 
 
v) While an employee is under training supervision, the trainer will be responsible for work output, 

work quality and skill levels.  Once the training has been completed or the minimum skill level 
achieved the newly trained employee will then become responsible for all work performed. 

 
vi) The Company will provide these employees with appropriate documentation relating to the work 

skills they are aiming to achieve. 
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26.  Classification Structure 
 
(a) For the purpose of this Agreement, all Storeman & Packer Employees shall be classified according to 

the award. 
 
(b) The parties agree to work through the consultative process to the reclassification of all existing 

employees according to National Competency Standards for the industry within the terms of this 
agreement. The existing classification structure can be found in Appendix B. 

 
(c) The Company will adopt a grading structure in accordance with the Award, with the objective of 

providing employees with the maximum opportunity to progress through the structure, as well as a 
reward mechanism which encourages employees to attain the qualifications necessary to access higher 
paid positions on the structure. 

 
(d) Once graded under the classification structure, employees will be required to continue to demonstrate 

the skills and performance capabilities in relation to each of the duties and responsibilities prescribed in 
each classification with a view to: 

 
i) Developing and fostering a team approach to undertaking tasks at the workplace, including 

performing tasks which are peripheral to the main work performed by an individual employee, 
subject only to the performance of such tasks being within the range of capability of the 
individual and which does not constitute a health or safety hazard either for the individual or for 
any co-worker or any other person. 

 
ii) Providing avenues by which the employee can become multi skilled and access opportunities for 

job growth or promotion. 
 

27.  Training 
 
(a) In conjunction with the ongoing development of the job matrix, a skills matrix for each job classification 

will be developed through the consultative process.  The Company will provide opportunities for 
employees to undertake suitable training through recognised courses, or to undertake training courses at 
the election of the employees: 

 
i) Where directed by the Company, employees will undertake courses as if it were part of their 

normal work requirements during normal working hours without loss of ordinary earnings.  In 
such cases the Company will pay all course costs, and recognise achievement within the 
Company structure, subject to positions being available. 

 
ii) Where courses are undertaken "privately", prior to enrolling in the course and subject to 

agreement with the company on the relevance of the course, the company will re -imburse the 
course cost upon successful completion. 

 
(b) The Company will not direct employees to undertake such training in circumstances where employees 

have reasonable grounds to decline or refuses such courses, or where it would be unreasonable to expect 
employees to undertake the courses.  This may mean that opportunities for advancement for employees 
may be limited, however the Company may in the circumstances of the particular job function, 
recognise that skills have been acquired by employees through on-the-job participation and experience. 
Recognition of these skills acquired would be as if they had been acquired through formal training 
processes. 

 
(c) Union delegate(s) may take for the purposes of trade union training up to a maximum of 5 days per 

annum.  Such leave cannot be accumulated. Timing of such training shall be in accordance with 
operational needs and will not be scheduled in peak production periods. 

 
28.  Meetings 

 
(a) Meetings between the union(s) and employees on site will be paid as ordinary time provided: 
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i) If the meeting is longer than 30 minutes, the portion of the meeting exceeding 30 minutes will be 
unpaid. 

 
ii) There are six (6) or fewer such meetings in any 12-month period.  Meetings held exceeding this 

frequency will be unpaid. 
 

29.  Occupational Health and Safety 
 
(a) The parties agree to establish an Occupational Health and Safety (OH&S) committee.  The committee 

will be set up as per the Work Cover of New South Wales “Guide to Workplace Health and Safety 
Committees”.  The meetings are to take place on no less than twelve (12) occasions per annum. 

 
(b) Where either a management and/or an employee representative considers that an employee is not fit to 

attend work on any day, the OH&S Act will apply. 
 
(c) The employer has a responsibility under the OH&S Act to provide a safe working environment and all 

appropriate training. 
 
(d) Responsibility for Work Place: 
 

i) Employees will respond to any reasonable direction to perform work for which they have the 
skill and capability to perform. 

 
ii) Employees will respond to directions given with respect to ensuring a safe workplace and will 

not, either by act or omission, be involved in any activity, which may be reasonably seen to 
constitute a workplace hazard for the employee, any other employee, or any person legitimately 
on the premises. 

 
iii) Employees will utilise at all times any protective clothing or equipment provided while in the 

workplace.  Employees will also respond to reasonable directions given with respect to wearing 
protective hair covering, securing loose clothing or any other direction conducive to the safety 
and welfare of the employee, other employees, or any other person legitimately on the premises. 

 
iv) The Company will provide these employees with appropriate documentation relating to the work 

skills they are aiming to achieve. 
 

30.  Right of Entry 
 
(a) An official or officer of the Union(s) shall act in accordance with the Occupational Health and Safety 

(OH&S) Act. 
 
(b) An official or officer of the Union(s) will be permitted to enter the workplace during normal office hours 

for the purpose of conducting union business and matters incidental to union business, by reporting to 
reception on arrival and following all site procedures. 

 
31.  Dispute Procedure 

 
(a) The dispute settlement procedure provided as per the Storeman and Packers Award, shall apply to any 

matter in dispute between the company, employees and the Union. While these processes are being 
followed the parties shall continue work as normal and be committed to avoid stoppages of work, 
lockouts or other bans or limitations on the performance of work. The employer shall ensure that all 
practices applied during the operation of the procedure are in accordance with safe working practices 
and consistent with established custom and practice at the enterprise. 

 
32.  Resignation 

 
(a) Resignation: An employee who has reached a decision to resign from employment must give at least one 

weeks notice, or else forfeit pay equivalent to amount of notice not given.  Such forfeiture may be made 
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from any monies due to the employee on termination; including any amount due for accrued annual 
leave entitlement. 

 
(b) Employees are to complete the “Notice of Resignation” form, which should indicate the employee’s 

final working day.  This form should be handed to the employee’s supervisor as part of the acceptance 
procedure by the Company. 

 
33.  Redundancy 

 
(a) Redundancy: Employees who have been retrenched on account of redundancy will be paid, in addition 

to any accrued entitlements (sick leave, long service leave and annual leave), a severance  payment as 
follows: 

 
i) Two (2) weeks at the employee’s base rate of pay for every year of service, up to a maximum of 

52 weeks. 
ii) For service of less than one (1) year, one week’s pay for each six months of service or part 

thereof. 
 

34.  Terms of Agreement 
 
(a) The provisions of this Agreement will commence from the date of signing of all parties to this 

Agreement. 
 
(b) The wages will be backdated to 1st January 2004. 
 

35.  No Further Claims  
 
(a) No claims will be made by either party on the other with respect to a matter contained in this 

Agreement, or any other matter other than to give effect to any Order or Determination by the Australian 
Industrial Relations Commission during the period of this Agreement. 

 
36.  Renegotiation 

 
(a) Three months prior to the expiry of this agreement the parties will commence negotiations with the clear 

intention or renewing the agreement. 
 

SIGNING 
 

SIGNED by the Parties on the  day 
 
SIGNED by  

 David Marginson 
For and on behalf of the 
Company by authority 
of the Board of Directors 
 
 
 
In the presence of: 9 / 2 / 04 
  
  
  
SIGNED by D Belan 
Of the NUW 
For and on behalf of the 
Employees of 
Yates Australia, Mt. Druitt 
– Warehousing & Distribution 
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In the presence of: Jennifer Lord JP 9500288 
 

APPENDIX A 
 
WAGES SCHEDULES 
 

Current Classification Current Minimum  Proposed Minimum Pay Proposed Minimum Pay  
 Rate of Pay as per  Rate from date of  rate,12. months from  
 Mt Druitt  Signing. date of Signing 
 Warehouse. 5.0% 4.0% 

Storeman & Packer Level 1 567.15 595.51 619.33 
Storeman & Packer Level 2 581.90 611.00 635.43 
Storeman & Packer Level 3 601.55 631.63 656.89 
Storeman & Packer Level 4 644.85 677.09 704.18 
Storeman & Packer Level 5 680.10 714.11 742.67 
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APPENDIX B - DEFINITIONS OF CLASSIFICATIONS 

 
 Grade 1 Grade 2 Grade 3 Grade 4 Grade 5 
Organisation Understands where the functions Understands the work of the  General understanding of the  Knowledge of related work in  Detailed knowledge of  
Understanding of the organisation are located areas that are regularly dealt  departments and sections of a other organisation units and organisations.  General 
 including the location of other with. division or organisation. external organisations. knowledge of roles of customer 
 sites in the local area    and supplier organisations. 
Teamwork Capable of meeting work  Capable of meeting work  Checks the work of less Leads a small team of staff. Leads a team of up to 12 staff.   
 requirements on time under direct requirements on time under experienced staff.  Show initiative Trains new staff, distribute work Trains new staff, distribute work 
 supervision. routine supervision. within a team Assists in the and maintain standards and maintain standards, meets 
   training of less experienced staff  deadlines. 
   as instructed.   
Interpersonal Interacts with people to obtain and Interacts with people via the use Takes request over the phone  Handles complex and/or non- Deals regularly with  
Skills  give straightforward facts by of documentation to give or such as stock enquiries. Obtains routine inquire on a regular  correspondence or inquiries  
 phone or orally. receive straightforward facts. information over the phone eg. basis. Contacts external  from professional firms and  
   Schedule dates. eg organisations, suppliers.  senior managers of external 
    Advises internal staff and/or  organisations. 
    customers of arrangements   
    made.  
Computer s Collects and delivers input forms  Data entry of numerical alpha  Checks that data entry is correct. Able to use relevant software to Assists with the implementation  
Operation and computer printouts. data which is easily read. Understands computer printouts  analyse information eg, of guidelines and procedures in 
  Elementary understanding of and identifies problems. spreadsheets, financial  respect to computer operations. 
  computer operations eg, Understands relevant modules of formulae, inventory usage.  Recommends change to 
  warehouse management system, the computer system eg, Organise, deletes and archives  guidelines and procedures. 
  inventory control, work orders. warehouse management system, files.  
   inventory control, work orders.   
Clerical Completes simple forms. Collects Completes forms using easily Maintains files.  Answers general Answers queries, which require Identifies the need to change 
 and delivers documents between obtained information.  Simple queries regarding the availability an understanding of office procedures. Assists with review 
 the warehouse and other areas. copying. Keep accurate records. of information often with guidance systems. Obtains information and/or development. 
 General messenger work.  Uses Uses basic office equipment eg from a more experienced person from multiple sources including implementation and monitoring  
 simple equipment eg, telephone telephones, fax, photocopier. Organises and prioritises own collating and/or summarising or policies and procedures.   
 and photocopier.  daily workload. Efficiently information Provides guidance Assists with the development  
   organises own workspace. on the use of office equipment and implementation of new  
   Contacts service technician when  office equipment and systems. 
   necessary.  Organises and co-ordinates a 
     significant volume of work to  
     meet strict deadlines.  Handles  
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     multiple priorities. 
Quality & Gains an understanding of  Has a working knowledge and  Adheres to detailed and precise Adheres to detailed and precise Understands the reasons for the  
Standards relevant quality requirements and adheres to quality standards and quality procedures and standards. quality standards that may  quality standards.  Able to 
 complies.  Gains an procedures.  Adheres to all Inspects own work to ensure require some interpretation or recommend changes to quality 
 understanding of other operational relevant standards including standards are met.  Suggests  understanding of variations. procedures and standards. 
 standards including OH&S OH&S standards. changes to improve quality to own   
 standards.  work area.   
Warehouse & Sorts forms into various categories. Matches stock inventory codes  Performs various calculations on   Arranges replenishment of with  Prepares statistical information  
Distribution according to a well-defined routine. with source documentation.   stock usage.  Keeps stock records. stocks from standard daily and for management.  Prepares 
 General messenger, pick-up and Receives and issues stock eg, Checks materials requirements with weekly information sources. regular variance reports 
 delivery work.  Performs simple picking functions.  Has a good stock availability.  Comp ares actual Provides dispatch department showing trends.  Answers 
 repetitive tasks eg, picking/packing knowledge of stock locations. against planned usage.  Reconciles daily and future dispatch and routine queries arising from the 
  Able to find stock in locations. differences. loading requirements.  Monitors reports. 
    loading progress daily to ensure  
    schedules are met.  
Production Operates machinery and equipment   Performs work that requires to  Under limited supervision operates  Handles production/packing  Can perform all procedures and  
/Packing that requires the acquisition of basic limited judgements and changes machinery and equipment for runs requiring an in-depth operate equipment required of 
 skills and minimal variation to machine and equipment settings production/packing runs that are applied knowledge of the other group members. 
 settings.  Performs work to meet production/packing routine.  Identifies problems with production/packing system and  
 comprising simple repetitive tasks. specifications.  Typical work raw materials and takes appropriate procedures.  
 Undertakes packing. involves long routine action. Performs basic routine   
  production/packing runs maintenance on machinery and   
  involving standard inputs on a equipment.  Sets up machinery and   
  variety of machines. equipment involving a number of   
   technical functions involved in   
   commissioning and operating more   
   automated equipment.   
Seed  Gains a basic understanding of  Able to distinguish different  Understands how to handle  and  Good working knowledge of  Identifies problems in the  
Knowledge difference seeds varieties of seeds. difference varieties of seeds. how different treatments and treatment and processing of 
   Applies straight forward treatment processes affect seeds.  Able to seeds.  Recommends changes. 
   processes to most seed varieties. treat and apply all relevant  
    processes to seeds.  Understands  
    relevant theory in respect to the  
    treatment and processing of  
    seeds.  
Technical  N/A N/A Sets up machinery and equipment  Provides guidance on the use of   Can set up for the precision  
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Skills    for precision operation without equipment.  Ensures equipment operation of a variety of 
   supervision.  Performs  routine is kept fully operational. equipment and machinery.  Can 
   maintenance and repairs on Provides advice on the perform technical work 
   equipment eg, removes, cleans, capabilities of equipment to involving a number of 
   repairs and re-installs .  Contacts ensure optimum output.  Sets up production/packing systems. 
   service technician when necessary machinery and equipment as  
   eg, machine breakages. part of a sequence of activities  
    in a sub-system.  
Qualifications  Meets minimum aptitude tests, cut-  Certificate 1 or equivalent.   Up to Trade Certificate level or  Relevant number of Advanced  Has good co-ordination and  
& Experience offs or other relevant minimum Forklift Permit (optional) equivalent experience.  Forklift  Certificate modules or interpersonal skills.  Able to 
Guidelines criteria.  License. equivalent experience.  Has make sound decisions. Has 
    completed basic supervision completed supervision or 
    course eg, TAFE. management courses. 

 


