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WineWorks Ltd WINEWORKS
Position Description Cellar Hand

Location Auckland

Department: Operations

Reports to: Cellar & Services Manager
Date of Issue: May 2025

Working Relationships

Internal: Operations Team, Warehouse, Lab and Cellar Teams
External: Clients
Authority
Spending: n/a
Stafting: No.
Our Culture

We aspire to a culture where the following values shape our behaviour:

Our clients are our life blood. We know that they are why we are here. We work in a flexible and responsive

manner to support their operations and meet their individual needs.

We do what we say and we’re reliable. We take complete ownership of the process and the tasks that are asked of

@ us. We are committed to go about our job in a straight up way.
Passion and pride run deep throughout our organisation. We care for the growth of our colleagues and clients,
the safety of our workmates and the environment in which we live.

We’re one big team who embrace difference and respect each other regardless of job title. We emphasise the value

that comes from working together with one focus.

We get things right first time and take no shortcuts. Delivering quality, safe product consistently is our goal. We

value expertise and work hard to maintain our high standards.

We love to find solutions and believe there’s always a better way to do things. It is this spirit that built the

business and will take it to the future.
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Organisation Context

Role Purpose
The Cellar Hand supports the hour-to-hour operations of the cellar to ensure a smooth and accurate process of wine handling from
pre-delivery through to bottling.

KEY TASK EXPECTATIONS

Champions our culture, promotes & role models the values and behaviours at every
opportunity.

Ensures that their work is undertaken ethically, safely, sustainably and with a quality focus.
Actively engages in development opportunities to support this.

Engages in health, safety, sustainability & quality initiatives and seeks continuous

improvement.

Is compliant with relevant legislation and certifications, such as BRCGS, so as to meet legal and

client requirements.

Assists in projects to reduce our impact on the environment. Is familiar with all relevant
policies and procedures that support our Culture and compliance, understanding their roles and
responsibilities that are described by these documents.

Monitor and assist in the Cellar Scheduling.

Identify and label all wine tanks and vessels used for storing wine.

Complete all documentation and records associated with receipt, transfer, cleaning and additions
of wine.

To ensure the wine meets the customers’ specifications.

Cellar duties which include but not limited to; tank/line CIP and sterilisation, plant hygiene,
accurate paperwork and maintenance as required.

Have ability to trouble shoot when problems arise.

Communicate with Wine Transport Company and Production Manager to maximise work
efficiency.

Perform approved cellar operations according to WineWorks SOP’s & client specifications.
Ensure all wine handling SOP’s are adhered to.

Work with the guidance of the Cellar Technologist to ensure wine quality is maintained during
production stoppages.

Troubleshooting — demonstrate initiative, logic and an eye for detail that ensures wine in the
filler can achieve in bottle specifications of our clients.

Audit and verify Bottling start up form at commencement of bottling run.

Coordinate bulk wine delivery with clients to meet the bottling schedule.
Schedule bottle ready wine to meet the changing demand of the bottling schedule.
Operate Vintrace bulk wine management software.
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Client Relationship —  Interact with clients in a professional manner.
—  Provide proactive, timely and meaningful responses to client’s queries
—  Represent the client’s needs to the team in a way that ensures they clearly understand the client’s

expectations
Personal —  Ensure you remain contemporary in terms of your technical and industry knowledge and
Development capability through research, reading and relevant training and development opportunities.

~  Maintain a broad business and commercial perspective.
—  Proactively identify methods to utilise this information for the benefit of the business.

Other duties — —  Flexible & willing to perform a variety of tasks.
perform other duties  —  Willingly takes on additional tasks/responsibilities to assist the team and the client.
as required —  Actively participates in matters/meetings affecting the business, their team or their department
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Work Complexity

Accountability Complexity People Relating to Others Expertise
Responsibility
Minor Routine Tasks — Set No Direct Reports Courtesy Plus Practical
Procedures

Based upon Strategic Pay SPS Job Evaluation Methodology (for HR Reference Only)

Leadership Competencies

Leading Self Achieves Results Builds Relationships and
Values Difference

Holding themselves
accountable to meet their Building relationships
commitments through communication,
valuing difference, and
aligning with our values

Being Adaptable

Handling change and
looking for better ways of
doing things

Skills, Knowledge, and Experience

- Knowledge of a Cellar Operation and/or Production Environment.
- Awillingness to learn new skills.

- Aninterest in the Wine Industry.

- Tertiary education.
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