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the finer details

Which site am I based at? 
Isleport

Which team am I a part of? 
Customer Fulfilment Team

Who do I report to? 
Customer Operations Manager

Who do I look after?
N/A

Team size?
N/A

Do you have responsibility for a budget?
Reconciliation of 3PL invoices.















qualifications & experience
Essential:

· Excellent communication and organisational skills
· Possess excellent administration skills.
· Able to work in a busy fast paced environment
· An excellent level of IT literacy with Microsoft Office including Word, Excel and Outlook.
· Ability to communicate with people at all levels both internally and externally.
· Experience in Warehouse Management Systems
· Stock Management in FMCG
· Customer service/focus experience.

Qualifications
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the purpose of your role
This is a multi-skilled role will manage in all aspects of customer fulfilment of both internally and externally managed stock, specialising in order optimisation, 3rd party stock management and all aspects of customer and Haulier claims. 

Partnerships is a key part of the role working cross functionally with the Commercial and Supply Chain teams to delivery customer excellence, being the key supply chain contact for customer ordering and claims and for the management of finished goods stored products stored and distributed by 3rd party providers. You will need to have excellent inter-personal skills and be able to clearly and confidently communicate both internally and externally at multiple levels. Due to the complex nature this role covers, you will need to be able to think on your feet and use multiple resources to identify, react and resolve issues as well as to be able to identify opportunities for improvement.

There are a team of 5 people completing these tasks daily but adaptability to cover all areas is fundamental to the success of the team. The role has 3 key areas. 
· Customer Orders.
· Customer discrepancies and Haulier Claims.
· Third Party management.

Key responsibilities:

· Customer Orders- This area involves all aspects of receiving and processing orders and have direct contact with customers regarding placed orders and notification of any supply or transport issues. You will be managing a portfolio of 70 depots ordering in excess of 150 orders per week. You will need a broad knowledge of the Supply Chain process working closely with our commercial and planning teams to ensure any specific customer requirements are met as well as ensure our own ordering requirements are met. The role involves the co-ordination of new depot set-ups, with attention to detail being key for successful supply. It’s not just about when thing go right, recovery when things go wrong is crucial. You will need to have an understanding of all order processes including EDI and liaise with hauliers and customers to put things right. Smaller customers require a significant amount of attention to detail and the team will ensure transport bookings with our consolidators are completed, instructing any specific delivery or booking requirement and deal with any consolidation enquiries.

· Third Party Ice cream management.- Ensuring Third Party stored finished goods orders are received/ amended and sent to the Third Party supplier in enough time to ensure fulfilment of orders daily. Instructing Third Parties on any specific allocation of stock to ensure stock is rotated correctly and specific quantities are delivered as per the customers’ requirement. Processing orders within our internal systems once confirmation of picked stock is received. Stock check comparisons to be completed to ensure our systems are aligned for multiple external storage sites. Booking appropriate and timely transport and booking in with retailers when required.

· Customer discrepancies and Haulier Claims – This area covers the investigation and processing of customer and haulier claims, ensuring all claims are processed correctly in line with our procedures and in line with the customer and hauliers terms and conditions. You will need a good knowledge of customer receipting processes and challenge where appropriate with customer demand planners, any receipting discrepancies that you do not agree with. A good eye for detail id key to ensure any trends are investigated and rectified to minimize customer case claims. The role involves investigating and raising approximately £150,000 worth of Haulier Claims within the appropriate timescale to ensure maximum  financial recovery.
 what good looks like for this role
Leading and Deciding
Makes prompt, clear decisions which may involve tough choices or considered risks.  Takes responsibility for actions, projects and people. Takes initiative, acts with confidence and works under own direction. Initiates and generates activity. Sets about with moral courage. Confronts challenges around them.
Team working
Demonstrates an interest in others adapts to the team and builds team spirit, recognises the contribution of others.  Listens and consults others communicating proactively. Upholds the ethics and values of the business, demonstrating integrity. Openly trusts and respects others. Collaborates openly for the good of Yeo Valley. 
Adapting and Coaching
Adapts to changing circumstances. Accepts new ideas and change initiatives. Adapts interpersonal style to suit different people or situations. Supports and develops others in their roles where required. 
Organising and Executing
Identifies and organises all resources needed to accomplish tasks.   Focuses on customer needs and satisfaction. Works in a systematic, methodical and orderly way. Not just saying we are going to do something, but actually doing it.
 Interacting and Presenting
Makes a positive personal impression on others. Able to influence and persuade others.
Business Information Systems
Uses all information systems available to them with expertise, analyses and extracts information to improve effectiveness and efficiency of work responsibilities. Demonstrates competent use of new technology and business reporting and information systems. 
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TOGETHER & AMBITIOUS &  DISTINCTIVE &  TRUSTED




