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Accreditation
: This Module is a Nationally Accredited Course
Title

Field Of Study
: WRRI1B – PERFORM STOCK CONTROL PROCEDURES 
: INVENTORY


What is this course all about?  

This unit encompasses the skills, knowledge and attitudes required to handle stock in a retail environment. It involves receiving and processing incoming goods, rotating stock, participating in stocktakes, reordering stock and dispatching goods.
When you have finished this course you should be able to demonstrate your ability to:

Receive and process incoming goods - WRRI1B/01
· Cleanliness and orderliness in receiving bay maintained according to store policy.

· Goods unpacked using correct techniques and equipment in line with store policy.

· Packing materials removed and disposed of promptly according to store policy.

· Incoming stock accurately checked and validated against purchase orders and delivery documentation according to store policy.

· Items received inspected for damage, quality, use-by dates, breakage or discrepancies and recorded according to store policy.

· Stock levels accurately recorded on store stock systems, according to store policy.

· Secure storage of goods arranged according to store policy and legislative requirements.

· Stock dispatched to appropriate area/department.

· Stock price and code labels applied when required according to store policy.

Rotate stock - WRRI1B/02
· Stock rotation procedures for merchandise and wrapping and packing materials carried out routinely and accurately according to store policy.

· Excess stock placed in storage or disposed of in accordance with store policy and legislative requirements.

· Safe lifting and carrying techniques maintained in line with store occupational health and safety policy and legislative requirements.

Participate in stocktake - WRRI1B/03
· Stocktaking and cyclical counts assisted with, according to store policy/procedures.

· Stock records documentation completed according to store stock control system.

· Discrepancies in stock recorded and reported to relevant personnel.

· Electronic recording equipment operated and maintained according to manufacturer's specifications.

Reorder stock - WRRI1B/04
· Minimum stock levels identified according to store policy.

· Stock requisition forms or electronic orders completed accurately.

· Undelivered stock orders identified on stock system and followed up without undue delay.

Dispatch goods - WRRI1B/05
· Goods to be returned to supplier identified and labelled with date, supplier and reason for return or referred to management if required.

· Credit request documentation completed according to store procedure.

· Goods stored securely while awaiting dispatch.

· Delivery documentation completed according to store procedures.

· Special delivery instructions noted.

· Items packed safely and securely to avoid damage in transit.

Some examples of individuals that will benefit from these courses are: -
· Managers /Supervisors 

· Team leaders 

· Administration 

· Sales / Customer Services Staff / Operations Staff
You will have better skills & knowledge and familiarise yourself more in the following areas –

Competency in this unit requires evidence that, you the candidate: - 
· Consistently applies store policies and procedures, industry codes of practice, relevant legislation and statutory requirements in regard to stock control.

· Consistently applies safe work practices in the manual handling and moving of stock, according to occupational health and safety legislation/regulations/codes of practice; 

· Interprets and applies manufacturers' instructions with regard to handling stock and using relevant equipment;

· Receives and processes incoming goods and dispatches outgoing goods according to store policies and procedures;

· Rotates stock and reorders stock/maintains stock levels according to store policies and procedures.
· Assists with stocktaking and cyclical counts according to store policies and procedures;

· Interprets and processes information accurately and responsibly;
Store policies and procedures, in regard to:
· stock control;

· store labelling policy;

· product quality standards;

· correct unpacking of goods;

· out of date, missing or damaged stock;

· equipment used;

· stock location;

· waste disposal;

· methods of storage;

· delivery documentation;

· stock record documentation;

· dispatch documentation;

· Reporting faults and problems; 
Cash and non-cash handling procedures including:

· opening and closing point of sale terminal;

· clearance of terminal and transference of tender;

· maintenance of cash float;

· counting cash;

· calculating non-cash documents;

· balancing point of sale equipment;

· recording takings

· security of cash and non cash transactions;

· change required and denominations of change

· EFTPOS/credit cards;

· gift vouchers/lay by;

· credit and returns.
Skills in:

· Using electronic labelling/ticketing equipment;

You will have better knowledge and familiarise yourself more in relevant legislation, codes, regulations and standards which include:

· occupational health and safety;

· hazardous substances and dangerous goods;

· labelling of workplace substances;

· waste removal and environmental protection;

· transport, storage and handling of goods;

What Recognition will you achieve?

Where demonstrated competencies have been achieved in accordance with the endorsed Australian Quality Training Framework (AQTF) standards, a Statement of Results can be issued for those competencies successfully completed in this course.  These can be combined with additional competencies achieved later, and together may build towards the issuing of qualification, at Certificate II plus. A certificate will be issued upon successful completion of this module.

How will you be assessed?

Demonstration of competencies for this qualification is achieved via formal assessment.  Participants complete a work related project/activities, which incorporates the range of competencies covered for each unit.

Will you be eligible for subject exceptions?

The units can be completed through attendance at MTG training courses.  You may have already attained some competencies covered in the units through previous training, work, or life experience.  If you feel you can already demonstrate a competency, then you should apply for Recognition of Current Competencies (RCC).  An RCC application form can be found in the MTG trainee welcome kit where you can fill out and fax back to us on 

(03) 9854-6124 or simply visit our website on www.matrixtraininggroup.com/downloads.php
In order to download this application.

What training materials and training aids will you have? 

1. Learner Guides: - Matrix Training Group will supply each trainee with a module for each unit which contains must know information, learning activities and projects, which will keep you enthusiastically involved in the course.  Upon completion of each module these activities will be handed in to the trainer, assessed then returned to trainees with relevant comments to keep you informed with your progress.  

2. Online Support: - Your Trainer is always available through E-mail & Website support.  Our website address is www.matrixtraininggroup.com
3. Telephone Support: - You may call your trainer during business hours for over the telephone support.
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