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Balfe’s Bikes – PAC Dispatch Manager – Saturday to Wednesday fixed days
At Balfe’s, it’s all about people. And bikes! The passion, energy, and enthusiasm of our colleagues throughout the business is what makes Balfe’s a great place to work. Joining Balfe’s means working with like-minded people, developing your skills, and having opportunities for career progression if you want it.
Reporting to:
Bikes & PAC Manager
Role Overview
The PAC Dispatch Manager is responsible for overseeing the PAC dispatch operation within the warehouse, ensuring high-quality bikes and products are delivered efficiently and consistently. You will manage a small team, coordinate daily operations, and ensure all responsibilities—including hatch picks and ad-hoc tasks—are properly covered. You will also work closely with the Bikes & PAC Manager to continuously improve departmental performance.
Key Responsibilities
Operational Management
· Oversee daily PAC dispatch operations, including order picking, packing, and shipping, ensuring service levels and weekly targets are met 
· Manage workflows to ensure timely processing of express and time-sensitive orders 
· Monitor the PAC order queue and outbound shipments, motivating the team to maximise productivity 
· Ensure all hatch picks are covered by the team and support when necessary 
· Provide weekend oversight of warehouse operations 
· Use Citrus Lime cloud POS to close orders and generate postage labels 
· Handle consignment and packing of orders for collection 
Team Management
· Manage a small PAC dispatch team, including rota planning, holiday approvals, and appraisals 
· Assign and prioritise tasks to ensure the team meets operational goals 
· Deliver training and development to team members to maintain high standards 
· Foster a motivated and engaged team culture, encouraging productivity and collaboration 
Health, Safety & Compliance
· Ensure all team members work safely and efficiently, adhering to company policies and Health & Safety procedures 
· Implement and maintain risk assessments and safety procedures for the department 
· Maintain and supply required PPE for the team 
Supplies & Administration
· Manage supplies, stationery, and provisions to ensure sufficient stock for dispatch operations 
· Action PAC customer returns in liaison with the Support Team where required 
· Maintain monthly operational reports and provide updates to the Bikes & PAC Manager 
· Work collaboratively with the Bikes & PAC Manager to develop operational efficiencies and improvements within the department 
Skills & Knowledge Required
· Proven experience in team management and leadership 
· Strong organisational and time-management skills 
· Commercially aware, with a focus on operational efficiency 
· Excellent communication skills, both internally and externally 
· Comfortable with IT systems and cloud-based POS software (e.g., Citrus Lime) 
· Physically able to lift boxes of 25kg+ 
· Forklift experience preferred 
· Enthusiasm for bicycles and cycling is desirable 
Additional Information
This job description is not exhaustive and may be updated periodically to meet the changing needs of the business. The post-holder will be expected to participate in this process, and any changes will be agreed collaboratively.
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