	Job Description 
	



	Post:
	Packing and Despatch Co-ordinator - Nottingham

	Section:
	LifeScience Operations

	Reports to:
	Customer Service Manager

	
	

	Relationships:
	Internal Customer Services/Commercial, Courier manager and External Suppliers Worldwide,

	Summary:


	Day to day responsibility for the packaging and despatch of products quickly and accurately. Ensuring correct storage of product. Back up support for maintaining stock quantities, ordering product from suppliers and sending to customers.  Applicant must have an impressive work ethic and attention to detail is critical.  Scientific background not necessary but must have the ability and desire to learn about our products and the storage/transit conditions that they require.

	Duties:


	· Book in goods received

· Appreciate the storage/despatch conditions for each of the products e.g. cold store/freezers/dry ice etc.
· Ensure deliveries are despatched to customers in a timely manner, ensuring the delivery address and contents are accurate.

· Despatch confirmation on a daily basis
· Stock Checks as and when required
· Running re-order reports on at least a daily basis and maintain minimum stock quantities

· Raise Purchase orders on SAGE (Corporate wide accounting Package)

· Send Purchase Orders to named contacts at Suppliers, back to back ordering

· Chase missed deliveries/products with suppliers
· Back up support as required for courier manager role
· Release sales orders on a regular basis throughout the day

· Ensure that good stock management is implemented including rotation of stock and stock up keep

· Self-motivated with a proven good attendance record.
· To comply with all quality control procedures to support maintenance of the Source BioScience’s Quality Management System
· To respect the confidentiality of all matters that may be learned relating to employment and other members of staff
· To dress and act in a professional manner at all times as per Company Policy

· To lead by example, demonstrating professionalism to colleagues commensurate with post
· To comply with safe working practises in accordance with Company safety policies
· To participate in the Annual Joint Staff Review process, in accordance with Company Policy
· To perform any other duties as may be reasonably required commensurate with grade and experience

	This job description is subject to periodic revision in consultation with the post-holder.



	Signed by Post-Holder: …………………………………………
	Date: ……………………………………...

	

	Signed by Line Manager: ……………………………………….
	Date: ……………………………………...
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