
   
 

 
Apprentice Transport Administrator 

Byley 
 

To monitor deliveries and collections, liaising with external hauliers, internal Sales  
Teams and Yard staff and provide transport administrative support.  
  

The successful candidate will be expected to: 

 Co-ordinate the operations at the dispatch window 

 Be responsible for customer collection and receive information regarding booked loads  

 Distribute the loading notes to hauliers and the yard staff when required 

 Check loading sheets against consignment notes and issue consignment notes to hauliers 

 Monitor and co-ordinate the arrival and departure of hauliers against anticipated actions 

 Manage transport related queries 

 Manage customers’ orders, check stock levels, speak to customers regarding delivery schedules 

 Assist in raising customer quotations 

 Liaise with yard loaders to ensure the loading and organising of loading vehicles is done in 
accordance with Company guidelines 

 Present a professional image of the company at all times 

 Ensure that work areas are maintained in a clean and tidy state 

 Ensure compliance with the Company’s policies including Health & Safety 

 Observe and comply with all good working practices within the office  
 
In return, the successful candidate will be rewarded with: 

 Competitive Salary 

 Permanent role 
 

Essential Criteria: 

 GCSE English, Maths and ICT equivalent to Grade 4 or above 

 A requirement to meet the eligibility criteria to satisfy the Apprenticeship program   

 Be customer focused 

 Ability to work to a high level of accuracy 

 Excellent organisational skills with the ability to prioritise work and the ability to work calmly 
under pressure 

 Excellent interpersonal and communication skills 

 Effective telephone manner 

 Be polite, pleasant and professional 

 Ability to interpret and process large amounts of information 

 Capable of using own initiative and working without constant supervision 

 Work effectively as an individual and a team player 

 Be flexible with regard to role and working hours 

 A willingness to undertake training as required 
 

Desirable Criteria: 

 Valid driving licence/own transport 
 

Contact Information: 

To apply for this position, please complete the company application and monitoring form and send 
together with a copy of your CV to Careers@fpmccann.co.uk 


