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	ROLE PROFILE 

	Job title
	Transport Operations Coordinator
	Date
	January 2026

	Business
	Samworth Brothers Supply Chain

	Department
	Transport 

	Location
	Leicester

	ROLE SUMMARY 

	As the Transport Operations Coordinator (TOC), you will play a key role in supporting transportation and trunking operations. You will be responsible for a variety of shift activities and ensuring that all operational processes run smoothly and efficiently. This role requires strong administration skills, and the ability to work in a fast-paced environment. The TOC will be responsible for executing the network plan, liaising with drivers, and ensuring compliance with safety regulations and company policies. Additionally, the TOC will drive operational excellence by following set policies & procedures and troubleshooting any issues that materialise. 
As a key member of the Transport team, the TOC, will play a vital role in maintaining a culture of safety, promoting a high level of customer service and a respectful workplace. This position requires effective communication, problem-solving skills, Compliance adherence, and the ability to adapt to changing circumstances.

	REPORTING STRUCTURE

	Reports to
	Shift Supervisor

	Direct & indirect reports
	N/A

	Key internal stakeholders
	

	Key external stakeholders
	

	SKILLS & ABILITIES 

	Health and Safety
· Health & Safety Culture: Support a positive Health and Safety Culture through challenging behaviour and attitude, listening to and reporting on Colleague’s concerns 
· Health & Safety Legislation: Ensure adherence to the Health and Safety at Work Act 1974 by maintaining a safe and hazard-free working environment. The TOC must ensure incidents are reported, and corrective and preventative measures are followed.
· Equipment Compliance: Ensure vehicles are compliant and road legal in accordance with all relevant legislation. Co-ordinate/present equipment for servicing and maintenance, ensuring defective equipment is managed according to the defect procedure (road vehicles).
· Training compliance: Ensure regular professional development is undertaken, in-line with Health & Safety and Operator Licensing.
· Food Safety: Ensure adherence to our food safety HACCP plan (Hazard Analysis and Critical Control Points) whilst promoting a positive product quality culture.

Compliance
· Driver & Vehicle Compliance: Ensure all drivers and vehicles comply with relevant legislation, including tachograph regulations, working time directives, and vehicle maintenance requirements.
· Regulatory & Quality Compliance: Ensure adherence to BRC standards (British Retail Consortium) and food safety requirements, O’ License  compliance, and all company policies.

Operations
· Operational Management: Accountable for all transport operations, ensuring the timely, efficient, accurate, and cost-effective delivery of chilled food products to our customers whilst planning to mitigate future challenges.
· Problem-Solving & Decision-Making: Act as a key point of contact for operational challenges, providing real-time solutions to minimise disruptions.
· Collaboration: Work closely with internal and external stakeholders to maintain high service levels whilst achieving our Business KPIs.

Flexibility & Adaptability: 
Although this list is not exhaustive, you will be expected to carry out additional duties as required, acknowledging that responsibilities may evolve with business needs.

	KNOWLEDGE & UNDERSTANDING

	· Operations & Logistics: Understanding fleet management, routing, scheduling, and logistics optimisation.
· Regulatory Compliance: Competent understanding of road transport and health and safety regulations. Including driver’s hours, rules and regulations.
· Fleet Maintenance: Basic understanding of vehicle maintenance schedules, inspections, and roadworthiness standards.
· Health, Safety & Environmental (HSE) Standards: Knowledge of risk assessments, accident reporting, and environmental policies.
· Food Safety standards: Knowledge and understanding of British Retail Consortium Global Standard (BRCGS) and Hazard and Critical Control Points (HaCCP). 
· IT Systems: Familiarity with Transport Management Systems (TMS), Warehouse Management Systems (WMS), GPS tracking, and route optimisation software.


	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	Essential:
· Experience in a fast-moving chilled food transport operation.
Desirable:
· IOSH Managing Safely
· HACCP Level 2
· Chilled food logistics experience
· Qualification in Administration & Operational Transport.
· Strong communication skills, both verbal and written, to effectively convey information and facilitate teamwork.
Strong IT skills (Word, Excel, Outlook, Transport Management Systems)

	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors


	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Is passionate about quality, striving to continuously make a positive difference for our customers and our consumers.

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with our Purpose Statement and Company Values.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & Taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with our Purpose Statement and Company Values.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.


	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.


	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.


	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities, and resources can be managed to achieve goals.
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