Order Fulfilment Operative – Material Controller 
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Function:	Order Fulfilment 
Reports to:	Order Fulfilment Area Leader

Purpose

Reporting to the Order Fulfilment Leader, you will be responsible for managing all inventory control related activities. Execute inventory control measures to ensure the company minimises stock holding and maximises stock system and paperwork accuracy. The role carries responsibility for working with purchasing, goods inwards and dispatch to ensure necessary functions are carried out correctly. The job role may include other reasonable duties/tasks from time to time. The position does not carry any supervisory or management responsibility.

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 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 standard.
4. Ensure all accidents and near misses are reported
5. Working within a warehouse environment
6. Movement of Goods using correct Manual Handling
The Role:
1. Ensure all operations are carried out in accordance to Standard Operating Procedures
2. Raising Purchase Orders, checking stocks potential shortages, overdue items
3. Accurate checking of stock locations being loaded and picked from 
4. Maintenance of Stock locations to ensure availability of space for all material 
5. Building and Maintaining good supplier relationships 
6. Unloading / Loading of Lorry as required using Hubtex Forklift (Reach)
7. Participate when required in Continuous Improvement activities, to identify both product and process improvements 
8. Ensure that 5s is followed within the department 
9. Required to be multi skilled to cover other areas of the department
This list is not exhaustive, and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business and/or the Material Control function.

Skills and Experience
1. ERP Experience, with a good level of IT understanding  
2. Experience at working within a manufacturing environment
3. Excellent relationship building, enabling positive relationships with all suppliers 
4. Abilities to work to and manage stock flow processes 
5. An understanding of the Continuous Improvement process
6. Good understanding of health and safety principles and procedures 

Personal Attributes and Behaviours

1. Ensure adherence to company rules and procedures 
2. Able to work using own initiative, able to develop stock control processes 
3. Shows flexibility and adaptability for the role they being asked to fulfil
4. Demonstrates honesty and integrity at all times
5. Previous experience would be an advantage

Relationships

Internal 

The jobholder will be expected to maintain close and effective personal working relationships with all members of the Order Fulfilment Team, working together with the Stock Control and Pick and Pack Teams.  


[bookmark: _GoBack]Education and Qualifications
· Reach Truck & Counter Balance Fork Lift Licence
· 7.5-ton Lorry Licence including up to date CPC would be an advantage but not essential 

Hours of Work  
37 Hours Per Week 
8.00 – 16.45 Mon – Thurs 
08.00 – 13.00 Fri
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