
 

 

Space Furniture is seeking an energetic and enthusiastic Warehouse Team Leader for their busy 

warehouse located at Port Melbourne. 

This is a full time permanent role Monday to Friday, and flexibility to be available to work across the 

week (Mon-Sun) will be highly regarded.  

Roles and Responsibilities 

The Warehouse Team 
 

 Work in collaboration with the Melbourne Warehouse Manager to develop the warehouse 
team through training and regular meetings. 

 Lead the warehouse team to ensure that: 
A culture of pride and customer focus is developed and maintained for both the 
Space & Poliform business. 
The team is aligned with company values. 

 Identify the various training needs of the teams, liaising with the Melbourne Warehouse 
Manager to ensure that these training needs are addressed in a timely manner. 
 

Warehouse 
 

 Assist managing incoming inventory to the Melbourne warehouse. All inventory arriving from 
both external and internal sources needs to be controlled, documented and processed 
accurately in order to be reflected correctly in our inventory system. Incoming inventory 
includes international container deliveries, local supplier deliveries, interstate container 
arrivals, inter-company transfers and any other stock returns from our own delivery fleet. 

 

 Manage the location of inventory held in the warehouse to ensure efficient, safe and 
compliant storage. 

 

 Investigate any apparent stock discrepancies and determine the required action in order to 
maintain accuracy in our warehouse inventory.  

 

 Assist with the management of the damaged stock bin at the warehouse in consultation with 
the State Managers and National Purchasing Manager and Melbourne Warehouse Manager. 
Take the required action to ensure new items transferred to the damaged bin are resolved 
through disposal, local repair or by ordering replacement components. 

 
Client Deliveries 

               
      ●    Drive warehouse staff to ensure that the companies’ monthly delivered budgets is attained 

 
●    Ensure that interstate deliveries and carriers are properly arranged 

       
      ●    Ensure that the companies’ delivery terms and conditions are adhered to at all times 
 

 Liaising with National Administration Manager and the Warehouse Manager where 
appropriate to facilitate improvements to the company’s internal procedures 

 
 
 

 



 

 
 
Stock Control 

           
       ●    Ensure that a high level of stock integrity is maintained for both businesses.  

This involves creating and enforcing a culture whereby respect is shown for the companies’ 
internal procedures with respect to stock transfers and sales ordering processing. 

 Liaising with the National Stock Control and Purchasing Managers for both companies to 
facilitate adherence to the relevant internal procedures and to also further develop and 
improve the companies procedure 

        
       ●    Assist the Warehouse Manager with stock takes for both companies and share assumed  
             Responsibility for the stock take process and final results 
 
      Customer Service 
            
       ●    Ensure that high standards of both internal and external customer service are developed and  
  maintained 
         
       ●    This includes, but is not limited to, maintaining high standards of physical presentation for all  
              warehouse personnel 
         

 Professional interaction with both internal and external customers. Internal customer include 
the sales team nationally and other interstate warehouses. 

 
      Safety in the warehouse 
 

 Advocate for a safe workplace and ensure the warehouse team follows safe working practices 
at all times. Ensure staff are aware of company procedures in regards to safety and OHS 
requirements. 

 

 Coordinate regular meetings with the Warehouse Manager to discuss safety in the workplace 
and   conduct training for new and existing staff. 

 

 Carry out regular checks on all warehouse racking. Assess and report any damage to racking 
and make arrangements to have repairs carried out immediately. 

 
     Other Duties 
 

      ●    Some heavy lifting 

     Job requirements : 

 To be considered for this role, you will be enthusiastic, professional, well presented and self 

motivated and are able to work in a fast paced environment as part of a team.  

 High level of communication and interpersonal skills   

 High level of attention to detail        

 Hold valid driver’s license and the ability to drive a manual 

 Sound computer knowledge with accurate administration skills 

      ●    OH&S awareness and compliance 

      ●    Possess an exceptional work ethic 

      ●    Demonstrate honesty and integrity 

      ●    Hold current license to operate forklift and pickers 



 

 

 

 

 

Please be advised that only shortlisted applicants will be contacted. Shortlisted candidates will be 

required to complete a Space Furniture  Employee Application Form. 

 

You will also need to partake in a pre-employment medical which will include drug and alcohol 

screening. This is at no cost to you. 

You must be an Australian resident or have the appropriate visa to work in Australia to be considered 

for this position. 

This is a rare opportunity to join an industry leading company. 

Applicants are invited to apply via email to Paul Hatherly, Warehouse 

Manager paulh@spacefurniture.com.au 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://s3-ap-southeast-2.amazonaws.com/spaceaustralia/pdf/Employee+Application+Form+2015.pdf
mailto:paulh@spacefurniture.com.au


 

  


