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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? 
Logistics Support Manager

Who do I look after?
N/A

Team size?
N/A

Do you have responsibility for a budget?
Reconciliation of £1.2 million annual spend















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 internally and externally.
· Experience in Warehouse Management Systems
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the purpose of your role
Joining the Logistics team, you’ll be organised and equipped to tackle a variety of tasks, including all aspects of administration, answering & transferring calls handling inbound and outbound calls, updating & filing organising records, equipment control processes, processing purchase orders and invoices and daily, weekly and monthly reporting both internally and externally. The aim is to provide a top-notch administrative service that will support all logistics teams and other internal customers.

In this versatile position, you will be a lateral thinker and also need to step in to other roles within the team to ensure the success of the overall Customer Fulfilment Team.

The role has 4 key areas split between two administrators Coordinators.
 	
· Equipment control.
· General office administrative tasks.
· Daily Weekly and Monthly Reporting both internally and externally.
· Maintaining filing and quality control systems.

Key responsibilities:

· Equipment Control- this is currently split in 3 areas

· Pallet Pooling Control- Pallet pooling is a complex process and poor management can lead to significant charges for loss of equipment. At Yeo Valley we have roughly 45,000 pallets a year coming in from our Raw Material suppliers and 350,000 pallets being de-hired to all of our customers with an annual spend in the region of £600k £850,000. We run all of our sites under one umbrella account meaning control processes of pallets in and out of the 8 sites is essential to minimise business risk. You will also be responsible for the monthly regular account reconciliation.
· Pallecon hire management- We supply bulk products between our production sites and our customers requiring bulk deliveries. This role will ensure Pallecons are de-hired and recovered from our customers after use and reconciliation of a £30k £35,000 annual spend.
· Re-usable tray account management- Re-usable trays are being used more and more within the business. Having correct stock levels of trays is paramount to smooth production as well as managing levels within supplier fine tolerances. This role is responsible for ensuring we have enough equipment and that all customer de-hires are completed to maintain our stock balances and reconcile £600k of annual spend. Where issues occur, you will be responsible for escalating at the appropriate time.

· General office administrative tasks- Every day will not be the same, not only will you be responsible general administrative tasks, you will look to improve all areas within your role and work towards a paperless environment. You will need to be diligent and discreet being involved in confidential meetings with fantastic audio dictation skills. You will also support the management of Purchase Order processing, entering and reconciling invoices accordingly. You will also be responsible for clock card management, printer consumables and relationships as well as coordinating incoming and outgoing mail.

· Daily Weekly and Monthly Reporting both internally and externally- You will need to have a fantastic eye for detail, running reports from multiple formats. You will need to have excellent excel knowledge in orders to create and maintain reporting data sources that ultimately will lead to business decisions. Reports will be sent both internally and externally at all various levels so accuracy and format is essential.

· Maintaining filing and quality control systems – You will be responsible for implementing filing control processes for the upkeep and compliance of the QMS and Risk Assessment files. You will also look after any filing requirement, ensuring methodical and paperless filing systems are used.
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. Offers suggestions for improvements and efficiencies, with a continuous improvement mindset.
Team working- Demonstrates an interest in others, adapts to the team and builds team spirit, recognises and rewards 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. Consistently achieves project goals. 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




