Global Logistics Accounts Co-ordinator
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	Reports to:
	Shipping Export Manager

	Purpose:
	Implementing and controlling invoice procedures; tracking, review, approval and payment of freight forwarder invoices.  Maintaining & managing logistics purchase orders with an annual value of around £5,000,000.  Ensuring timely processing of customer payments, requests and queries relating to Freight Forwarder accounts. 


Key Responsibilities:

The Role:
1. Ownership of global logistics purchase orders and cost control measures
2. Timely processing and management of customer freight invoices
3. Coordination with the Shipping Team to maintain awareness of shipping schedules
4. Receive, verify, and process freight invoices in alignment with customer shipments, ensuring timely execution and financial accuracy.
5. Investigate and resolve invoicing queries, including missing or incorrect charges, to prevent incorrect payments and ensure audit compliance.
6. Organise and maintain freight forwarder purchase orders to ensure traceability, budget compliance, and streamlined logistics operations.
7. Manage daily shipment dashboards and WTS reports to ensure all consignments are shipped, invoiced, and financially closed on time, maintaining a complete and accurate audit trail within the system.
8. Update and validate the freight forwarder rate calculator monthly to reflect contractual rate changes and support cost control initiatives.
9. Manage onsite ordering, purchase order creation, and invoice processing.
10. Build strong working relationships with internal and external stakeholders 
11. Contribute to system and process improvement initiatives to drive efficiency, accuracy, and cost savings across logistics operations.
12. Update and manage customer schedules within Ofbiz, supporting new client onboarding to ensure smooth implementation and operational readiness.
Skills required:
1. Experienced with use of MRP system and invoicing management. 
2. Strong administration skills with use of Microsoft Office packages including Word, Excel & Outlook
3. Excellent attention to detail and accuracy with financial data 
4. Effective communication and interpersonal skills 
5. Previous experience within a logistics administration role and invoicing advantageous 

The Person:
1. Excellent verbal and written communication skills to interact effectively with clients and internal teams 
2. Demonstrates a confident and professional telephone manner when engaging with both internal and external stakeholders.
3. Able to multi-task and prioritise workload to ensure all tasks are completed accurately and on time.
4. Acts with professional integrity and honesty to deliver a high standard of service to internal and external stakeholders.
5. Ensure adherence to company rules and procedures 
6. Able to work using their own initiative 
7. Shows flexibility and adaptability for the role they are being asked to fulfil
8. Remains calm and perform effectively under pressure

Health, Safety, and the Environment:

1. Work in accordance with the Company Health & Safety Policies to protect others and ourselves from any risk of harm.
2. Ensure all work is carried out in accordance with Safe Systems of Work.
3. Work in accordance with the requirements of the company’s environmental & sustainability standard.
4. Ensure all accidents and near misses are reported and documented


Relationships

Internal 
The jobholder will be expected to maintain close and effective personal working relationships at all levels of the organisation. The communication skills required include the ability to communicate technical complex and sensitive information.

External 
Stannah owned businesses and customers as well as external agencies including Freight Forwarders. 
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