	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE

	DEPARTMENT: Human Resources
	SERVICE GROUP: Business Support

	POST TITLE: Mail and Packing Operative
	REPORTS TO: Mail & Packing Manager

	GRADE: Band 2 SCP 2
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted:

1 Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.
2 Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.
4 The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Key Purpose of Post: 


	The post holder will assist in the provision of a flexible, comprehensive, effective and efficient Mail and Packing service.
To collate, pack and / or repack a variety of materials in relation to Mail and Packing work provided by both internal and external customers
To prepare confidential waste for disposal



	Main Responsibilities of Post: 

	An operative assigned to the Mail and Packing service would be expected, following a reasonable level of training, to carry out the following duties without assistance, except for manual handling;
· Hand packing and collation – to be able to correctly hand pack and collate work to a high level of competence.

· Prepare confidential waste for disposal.

· Recognise work dealt with incorrectly and rectify mistakes.

· Re-label and / or over-label work.

· Assist the mailroom with enveloping high volumes of mail
· Where appropriate hand wrap goods.

·  To unpack and repack (re-work) damaged items ready for dispatch.

·  To be able to use a label printing machine and label packages as appropriate for dispatch

· To quality check and secure goods to be dispatched
·  To use pallet strapping tools where instructed.

·  To pack boxes/goods onto a pallet, ensuring correct numbers on each pallet.

·  To operate a pallet truck in a competent and confident way, always mindful of health and safety regulations.

·  To report all machine/ process faults to the Mail and Packing Production Team Senior immediately.

·  To carry out all work in line with H&S regulations, best working practices and wear all supplied work wear and PPE equipment.

·  To carry out any reasonable requests by the Mail and Packing Production Team Senior in relation to the production or shop floor environment.

· To operate industrial shredder.


	Job Dimensions: 
· Direction will be given at all times. 

· The post holder will be responsible to the Collation, Packing & Distribution Manager who will arrange development and training in conjunction with Workchoice Co-ordinators and Welfare Officers if and when required
Responsible for Assets, Materials, etc:
· Stock on site in relation to both internal and external customers


	If this post has decision making responsibility outline its extent: 

Ability to manage own time and work schedule within clearly set guidelines and deadlines 


	Professional Qualifications: 

None
 

	Routine Communications: 

The postholder will communicate verbally with:
· Staff within the Business Support service.
· Where appropriate with Mail and Packing internal and external customers.


The nature of the contact will be to provide information. 



	Structure:

[image: image1]


	Core Employee Competencies are now included as a full list attached to the Job Profile. They are no longer specifically identified and candidates are not required to demonstrate them. They are not used in the shortlisting process but will be used in subsequent selection activity or at interview. 

	Main Technical Skills/Competencies: 

	Number 
	Key Skill /Competency 

	CAS3
	Ability to manage time and work schedule within strict deadlines 

	SF4
	Support the work of the team and organisation

	
	

	Number
	Additional Skill/Competency: None

	Management Competencies: None

	Working Conditions:

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability provisions.   

	Special Conditions: 

The following checks may need to be carried out as part of the recruitment process 
e.g. CRB, Warner Process, Occupational Health Check, any other special conditions.  
Must be legally required to work in the UK.


	The three boxes below are only required to be completed for grading information

purposes

	Education/Qualifications:

None



	Experience : 
None


	Compiled by: CRT
Date: March 2026
	Grade Assessment Date:
	Post Grade:



	For HR use only
	SAP Input Date
	 Name of Data Inputter 


Section: Employee Core Competencies

	Personal Effectiveness 


	EPF1
	Treats others with respect and fairness, showing genuine concern

	EPF5
	Seeks help and acknowledges mistakes appropriately


	Serving the Whole District 


	ESD3
	Considers diverse needs of our Communities 


	Putting Customers First 


	EPCF1
	Acts with courtesy and professionalism at all times 

	EPCF3
	Takes responsibility for seeing the job through

	EPCF4
	Is trusted and respected by others

	EPCF5
	Is a positive representative of the council


	Team and Partnership Working


	ETPW3
	Communicates openly, honestly and effectively

	ETPW4
	Is reliable and keeps promises

	ETPW5
	Gives praise, recognition and support to others


	Achieving Results


	EAR4
	Understands own contribution to service outcomes


�Collation, Packing & Distribution Manager





Mail & Packing Production Team Senior





Mail & Packing


Operative








