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	Job title
	Administration Supervisor 

	Reports to
	Operations Manager

	Location 
	Milton Keynes Distribution Centre 

	Key interface 
	Operations Managers / Warehouse Team Managers / Dock Manager / Returns, Trade & Compliance Manager / Bond Manager / HR / H&S / Facilities / Quality & Training Manager / Client Services /DC Supervisors / Warehouse Team / DC Finance Department


Job purpose

To help and support the Warehouse Management team in controlling the warehouse administration tasks to capture all vital data to support financial efficiencies within the DC. 

Key duties and responsibilities
· To receive emails, control bookings and communicate times and dates to Clients and Carriers in a timely manner. 

· To check and confirm ASN’s have been raised in advance of bookings being confirmed (Seko 360)

· Confirmations of non-compliant deliveries to customer services (All Systems)

· To ensure all paperwork is completed in full, activity logs updated and paperwork filed in the correct areas for ease of reviewing if required (All Systems)

· To ensure daily / monthly activity logs are completed in full ready to charge to the client (All Systems)

· Creating photographic evidence of non-compliant deliveries to send to Clients

· Daily ASN report per customer detailing expected goods and actual received goods

· Reconciliation of daily inbound information per customer.
· To create daily operational reports for the Warehouse Team Managers
· To check the daily Activity sheets for the permanent and agency workers in each of the above Departments and populate the Site Master document.

· To complete all of the above tasks as required and in a timely manner, flagging and escalating any issues immediately to the relevant Warehouse Team Manager. 

Qualifications and key skills
· Working knowledge and adherence to Health and Safety Standards
· Problem solving and critical thinking skills

· Strong planner and communicator 

· Attention to detail 

· Work effectively both independently and as a team member 

· Set an example for team members and organisation as a whole of commitment, work ethics and habits and personal character.
· Ability to work under pressure.
· IT literate in MS Word & PowerPoint with excellent (intermediary) experience on EXCEL (Mandatory).

· Experience of WMS.
· Data manipulations skills in excel, pivot table and v lookup.
KPI’s 

· Health & safety compliance

· Daily targets
· Accurate reconciliation and inputting of warehouse data

Other Duties 
· To apply and practice unit rules and regulations

· To apply and practice Health and Safety instructions and regulations 

· To apply all Statutory requirements as instructed 

· Embrace, demonstrate and promote good customer service at all times 

· Undertake a programme of personal development in line with the company process

· To protect and ensure the security of the building and the goods and items within it. 

· Undertake any other duty deemed reasonable by your manager  
Working conditions
Working conditions: may include occasional weekend work, shift work, working with challenging clients, and in a highly targeted fast paced environment.
The job holder is required to adequately manage themselves in an environment with the pressure of a fast paced and highly targeted work environment and to communicate any excessive pressure or other types of demands. 
Physical requirements

This role requires particular physical attributes due to its nature and tasks. A standard of physical health and fitness is required i.e.: 

· good vision, good hearing, 

· ability to stand for long periods of time and/or moving some considerable distance on a daily basis on a hard surface.

· Ability to carry out some lifting and carrying may be required also working at heights may be required

Direct reports

Additional Information: 

This job description sets out the current duties of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed. 

Agreement to this job description does not confirm employment status. Employment or worker status will be confirmed alongside all notable terms, within the offer letter and contract of engagement or worker agreement.
	Approved by:


	David Palmer & Claire Cushing 

	Date approved:
	September 2020

	Reviewed:
	 


Ideally, a job description should be reviewed annually and updated as often as necessary.

______________________ Job Holder     ______________________________

Name 





Signature

_____________________Manager 
_____________________________

Name 





Signature 

____________________

Date
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