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D I S PAT C H I N G  A N D  R E C E I V I N G  

C L E R K

P U R P O S E

The purpose of this qualification is to prepare a learner to record 
goods received into a business and the dispatch of goods from a 
business while minimising losses to the establishment and 
maintaining stock records.

E N T R Y  R E Q U I R E M E N T S

•   An NQF Level 2 qualification.

L E A R N I N G  O U T C O M E S

•   Receive deliveries of stock into the business.
•   Dispatch stock from the business.

K N O W L E D G E  M O D U L E S

•  The receiving and dispatch environment.

• Concepts of shrinkage and losses.

•   Principles of receiving and checking deliveries.

•   Principles of dispatching stock

P R A C T I C A L  S K I L L  M O D U L E S

•   Receive stock.
•   Prepare items for dispatch.
•   Prevent shrinkage and losses.

W O R K  E X P E R I E N C E  M O D U L E S

•   Processes and procedures for receiving stock.
•   Processes and procedures for dispatching stock.

Q U A L I F I C AT I O N

TARGET AUDIENCE

Individuals entering 
the industry and those 

already working in 
wholesale and retail, 

seeking to expand 
their knowledge on 

dispatching and 
receiving stock 

through a formal 
qualification.

MODE OF DELIVERY

In person classroom
Virtual (Webinar)

Programme duration: 
Maximum 6 months

(The Class and Workplace 
Schedules to be provided 

after registration) 
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