Purchasing and Inventory Administrator
The Purchasing/ Inventory Control administrator performs all aspects of purchasing for the company and for managing the inventory, distribution and control of those items for all company locations. The Administrator must identify the products that are to be purchased, identify the most appropriate supplier for the products, confirm all aspects of pricing, confirm all deliveries and maintain an inventory control database

A purchasing administrator is primarily in charge of overseeing a company's purchasing procedures. It is their duty to monitor the company's inventory of supplies, gather and analyse purchase requests, and process purchase orders, resolving issues should there be any. It is essential to maintain records of all transactions, producing progress reports regularly for a smooth and efficient workflow.

An Inventory Administrator monitors product levels and ensures there are enough supplies to meet a company’s demands. Their primary duties include accurately tracking inventory data, solving discrepancy problems and analysing previous data to help a company make informed decisions for the future

· Creating Purchase Orders for materials and expediting (as appropriate).
· Provide operational support in terms of production, scheduling and purchasing forecasts.
· To conduct administrative duties in support of supplier contract maintenance.
· Chase Supplier Purchase Order Delivery
· Tracking Orders and ensuring timely deliveries (Expediting)
· Up-dating internal database with Order details
· Maintaining and updating inventory records
· Checking stock levels and ordering new stock when necessary
· Reporting any stock discrepancies
· Analysing inventory trends for future stock orders
· Maintain adequate inventory levels to meet customer demand
· Work effectively in the purchase team and with other internal stakeholders
· Ensure all purchase orders are signed off with the appropriate authorisation levels; value and requirement
· Support the investigation of shortages/missing items identified in the warehouse.
· Maintain KPI reporting and analyse data to assess the performance of suppliers (OTIF/Purchase orders unfulfilled/Time to serve (internal)/Supplier quality)
· Ensure compliance with ISO 9001 quality standards and identify areas for process improvement within the department.
· Ensure compliance with QHSE policies and procedures
· Comply with all laws and regulations, upholding the highest standard of ethics and corporate social responsibility
· Ensure all orders have relevant dates to support the weekly forecast of inbound goods to the warehouse team to assist with their capacity planning and the management of customer expectations around deliveries
· Ensure daily reports are worked for deliveries due but unfulfilled for relevant suppliers to reduce purchase orders outstanding
· Ensure that relevant reporting information is kept up to date daily such as ‘Invoice Queries’, and any other reports which are developed 
· Weekly review of open supplier complaint/non-conformances

