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the finer details

Which site am I based at? 
Cannington

Which team am I a part of? 
Operations 

Who do I report to? 
Site Manager

Who do I look after?
No direct reports

Team size?
N/A

Do you have responsibility for a budget?
Yes
















Qualifications & experience
Essential:

· Excellent communicator
· Comfortable with uncertainty and use initiative
· High attention to detail.
· Good IT skills: Word, Excel & Outlook.


Desirable:

· Previous communication coordinator and administrator experience.
· Operational experience. 
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Purpose of the Role
As Site Administrator & Communication Coordinator, you will play a vital role in supporting and strengthening our people-focused culture at the Cannington site. You will contribute directly to delivering our five‑year plan by helping to create a welcoming, safe, and inclusive community where we operate with purpose, reduce our environmental impact, and continue to invest in our people.

This role offers the opportunity to make a meaningful difference to the future of Yeo Valley. Through your work, you will support the development of our people and processes, helping to build capability and establish Cannington as a centre of excellence within the business. 

Key Duties will include but are not limited to:

Communication Coordination
· Lead all site communications, driving engagement across the Cannington site. 
· Work with site leadership team, other Yeo Valley sites, the wider Communications & Engagement team, and external contacts to deliver effective communication plans. 
· Coordinate monthly and quarterly communications, ensuring timely, relevant messaging delivered by the right people managers. 
· Support the planning and delivery of key engagement events, including site open days, to create a positive colleague experience. 
· Ensure communications are clear, engaging, and consistent across all formats and channels. 
· Manage site communication channels, including the communications calendar and newsletter, keeping content current and aligned to business priorities.

Administration Duties
· Provide oversight of site reception in partnership with the shift administration team.
· Prepare, organise, and maintain essential company documentation in both digital and paper formats.
· Maintain and update site databases, ensuring accuracy and compliance.
· Develop and deliver site induction materials for new starters.
· Oversee end‑to‑end new starter onboarding to ensure a smooth and welcoming experience.
· Ensure training compliance across the site, working closely with operational teams.
· Gather, analyse, and report on site data, including ownership of site OEE data.

Oversight of Shift Administration & Training
· Provide day‑to‑day oversight of shift administrator activities and outputs.
· Produce regular reports to support site performance and compliance.
· Develop and deliver effective training solutions aligned to site needs.
· Review and continuously improve training approaches and processes.
· Manage the learning management system (YeoGrow) and training database, ensuring data accuracy and accessibility.
What good looks like for this role
· Self‑starter who is creative, curious, and able to think outside the box. 
· Strong relationship‑building skills. 
· Able to manage multiple priorities and workstreams simultaneously. 
· Creative and resourceful, with the ability to identify innovative and consistent communication methods to drive engagement. 
· Ability to identify, structure, and share information to create clear and effective procedures and guides for production operations and support teams. 
· Proven ability to make decisions and use own initiative. 
· Highly organised and accurate, with the ability to work effectively in a fast‑paced environment. 
· Proficient in Microsoft Office applications. 
· Working knowledge of content development tools, learning management systems and project management methodologies. 
· Presentation skills.
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