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Role Profile

	Job Title:
	Administrator – Supply Chain
	Function:
	Supply Chain

	Reports to:
	Buying Manager
	Band:
	1

	Leader of:
	N/A
	Location:
	Telford

	Job Purpose

	To provide administrative support to the Planning and Operational teams.

	Accountabilities

	· Order processing
· POD queries, depot & supplier returns
· Assisting with stock reconciliation & investigations
· Invoice checking/processing
· Import compliance & Logistics bookings 
· Sales orders (finished goods) & RTS’s
· Digital filing 




	Skills, Training and Knowledge 

	Qualifications
	

	Skills and Knowledge
	· Competent in MS Office applications
· Previous experience of working in a production or logistics environment would be advantageous
· Flexible approach to workload and tasks
· Keen eye for detail required
· Experience of working to deadlines
· Resourceful nature with logical approach to solving problems


	Job Context

	Key Challenges for the Role	
	· Managing relationships with office and operational colleagues
· Taking a collaborative but challenging approach 
· Strong communication skills, particularly written, are required
· Resourcefulness
· Compliance with HMRC requirements

	KPIs and Measures of Success
	Paying our suppliers on time
Supporting the availability of products to our customers 

	Key Internal Relationships
	Planning and Supply team

	Key External Relationships
	3rd party supplier and clearance agents

	Dimensions and Decision Making

	Budget
	
NA


	Direct Reports
	NA

	Indirect Report
	NA
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