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The finer details

Which site am I based at? 
Isleport 

Which team am I a part of? 
Logistics Support - Compliance

Who do I report to? 
Impacts, Compliance & Environmental Manager

Who do I look after?
n/a

Team size?
n/a

Do you have responsibility for a budget?
n/a















Qualifications & experience
Essential:

· Possess strong administration and analytical skills.
· Strong written and verbal communication skills, and able to communicate at all levels.
· Strong organisational skills. Able to self-motivate. 
· Able to work in a busy fast paced environment
· A good level of IT literacy with Microsoft Office including Outlook, Word, Excel and PowerPoint.
· Full UK driver’s license


Desirable:
· Experience with Dynamics
· Previous technical/auditing experience

Qualifications (Desirable):

· Internal Auditing
· HACCP Level 3
· SEMA Rack Inspection Training
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The purpose of your role
In this role, you will be responsible for performing routine day-to-day activities, as well as ensuring compliance with group requirements for safety, quality and hygiene through inspection, auditing and continuous improvement activities.

Key responsibilities:
 
· Traceability & Quality Control – Completion of timed traceability exercises to ensure product can be traced from raw materials intake to final customer depot. Completion transit and packaging trials in order to maintain a high standard of quality throughout the Logistics process.

You will also be required to carry out ad-hoc conditions/standards checks to ensure compliance to YV quality standards and escalate non-conformances found to relevant production sites.

· Auditing & Inspections – As well as ensuring the Supply Chain consistently work safely and to a high standard of excellence, the completion of regular internal audits and inspections, in adherence to a tight schedule, ensures continued compliance to our customer requirements and certifying bodies including BRC and ISO14001.

You will also be expected complete regular audits of our third party storage suppliers and support in the performance reviews of third party hauliers to ensure standards and levels of service are maintained throughout all aspects of the Supply Chain.

Audit/inspection areas include but are not limited to
· BRC Storage & Distribution Standard
· Pest management, glass control and allergen control
· Safety including racking audits and noise surveys
· Quality, hygiene and housekeeping
· Compliance to pre-requisite procedures

· Continuous Improvement – Compliance and continuous improvement is at the heart of everything we do in the Compliance Team. In this role you will be expected to complete cross functional project work that identifies areas for improvement and develops effective solutions. 

You will be expected to provide support and advice with regards to effective root cause analysis and the closing out of non-conformances.

· Technical Support – You will be expected to use your knowledge and skill base to provide compliance support to all levels as and when required, this may include
· Assisting other teams with quality and technical queries, including sample and inspection requests
· Assistance with customer audits for other YV sites and our third party storage suppliers
· Working closely with Central Technical on procedure reviews and the implementation of new standards/guidelines
· Travel to other sites where required
· Act as a member of the HACCP review team
· Support with the implementation and review of risk assessments

· Pest Management – As well as the completion of pest management audits, you will also be expected to act as point of contact for the pest control company; reporting all pest sightings and pest proofing requirements and ensuring pest control jobs are logged and closed out within a timely manner.

· Equipment Calibration – You will be expected to carry out internal calibrations on certain monitoring equipment in accordance with a specified schedule.
What good looks like for this role

Communication & Team Work
Ability to communicate effectively at all levels; verbally, in writing and via poster campaigns and TBTs. Develop strong working relationships across YV and third party sites. Demonstrates an interest in others, adapts to the team and builds team spirit. Recognises the contribution of others.  Listens and consults with 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. 

Organising & Executing
Works in a systematic, methodical and orderly way. Ability to prioritise and adjust workload depending on business needs, whilst still delivering projects and audits within specified timeframes. Identifies and organises resources needed to accomplish tasks. Monitors and maintains quality and productivity, whilst working to a consistent high standard. Consistently achieves project goals. Takes initiative, acts with confidence and works under own direction. Not just saying we are going to do something, but actually doing it. 

Adapting & 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. Challenging and stretching others in a supportive manner. Celebrate achievements.

Interacting and Presenting
Makes a positive personal impression on others, including representing YV to third party customers and contractors. Gains clear agreement and commitment from others by influencing, persuading, convincing and negotiating. Promotes ideas on behalf of self or 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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