Material Control – Job Description
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	Reports to:
	Material Control Team Leader 

	Purpose:
	To provide a support service for Stannah Stairlifts Watt Close Manufacturing. Working closely with Purchasing and Operations Cell leaders, you will be committed to minimising downtime across all cells by ensuring all products / parts needed to support the business are ordered on time in full and subsequently unloaded upon delivery and booked in accordingly with a high degree of accuracy.  



Key Responsibilities: 

Health, Safety and the Environment:

1. Work in accordance with the Company Health & Safety Policies in all that we do in order that we protect ourselves and others from any risk of harm.
2. Working in accordance with the safe systems of work and standard operating procedures.

3. Support Health & Safety matters.

4. Maintain a good level of housekeeping / 5s within the work area.

5. Work in accordance with the requirements to meet the company’s environmental standard.

The Role: 
FORKLIFT

1. Complete daily pre operation start up checks as required.

2. Report any faults or damage to the Material Control Manager.

3. Ensure that the forklift is placed on charge at the end of the shift and is park appropriately, not blocking any access ways.


DELIVERIES (INVENTORY & NON-INVENTORY)

1. Ensure all goods are checked, booked in and for non-inventory goods the requestor is advised of the goods arrival.

2. If addressee information is not clear, question and escalate to resolve – This should be resolved within 24hrs.

3. Deliver non-inventory goods to the holding area / rack just inside the assembly shop floor. 

4. Externally supplied kanban parts (i.e. castings, NSI etc) to be delivered to the point of use of holding stock location.
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1. Visual check of pars supplied ensuring they match the delivery note supplied by the supplier.

2. Highlight any discrepancies on the delivery note to the appropriate supplier account manager.

3. Ensure deliveries are dealt with in a timely manner and delivered to the correct locations. 

4. Investigate any account queries.


RETURNS

1. Ensure that returns area is cleared on a weekly basis and highlight any anomalies to Purchasing.

2. Parts not delivered by a supplier directly will need to be returned using Transplus.


ORDERING AND MONITORING MATERIAL

1. You will be responsible for ordering externally supplied materials to ensure the production cells are fully stocked with necessary parts at the point of use.

2. First line ‘chase’ any parts, internal or external that will affect the 2-day KPI measure. This includes any issues raised on the shortage report meeting, and escalating as required.

3. Follow the correct procedure to scrap or reject parts ensuring the digital transaction is carried out as well as the physical movement. 

4. You are responsible to the housekeeping of the larger items delivered into the factory and must ensure that they are stored correctly (Cardboard, Plated parts etc).

5. You will be responsible for monitoring stock on an agreed basis via the PI counting process, issuing material to NPI projects and fulfilling non production orders such as spares requests. Any anomalies should be investigated and escalated where appropriate.

6. You will be responsible for continually updating the replenishment systems to reflect stock levels (KBM & Ofbiz).

7. You will form part of the core team responsible for the annual stocktake and take ownership in preparing for this.


GENERAL RESPONSABILITIES (NOT LIMITED TO)

1. Must be committed team collaboration.

2. Must be proactive in continuous improvement, standardisation of process’, inventory control, material flow and waste reduction in the working area.

3. Represent the material control team at meetings as delegated by the Material Control Manager. 

4. Demonstrate an immediate response to stock out items and investigate their cause.

5. Exhibit excellent customer service across all areas of the business and work collaboratively.

6. You are responsible for general housekeeping within the yard and it’s tidiness. 


Skills required: 
1. Ability to work alone or as part of a team.

2. Hold or be willing to train and obtain a forklift license.
3. An understanding of continuous improvement processes.

4. Ability to plan and prioritise workloads within tight time frames. 

5. Good understanding of Health & Safety procedures and principles.

6. Capable of interpreting data and reporting the results in a meaningful way.

7. Ability to demonstrate a proactive approach to identifying and solving problems.

8. Computer literate – Microsoft suite tools (Knowledge of KBM / Ofbiz is advantageous)

The Person: 
1. Experienced in a modern manufacturing environment.
2. Demonstrates self-motivation, honesty, integrity with a ‘can do attitude’ while being driven to succeed.

3. Excellent communication skills and able to interact at all levels of the business.

4. Be physically fit and in good condition as lifting and manoeuvring of goods is required.

5. Willing to work outside in all conditions (Appropriate PPE will be supplied if required).

6. Be able to adapt to a continually changing workload and priority list.

7. Committed to improving your immediate working environment and other areas used by the wider team.

N.B.  This is not intended to be a full definition of responsibilities, and the postholder will be expected to assist in such other responsibilities as may be allocated.
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