Purchasing and Inventory Administrator

Responsible for managing end-to-end purchasing and inventory control across all company locations. This role involves sourcing products, selecting and negotiating with suppliers, processing purchase orders, and ensuring timely delivery of goods. The position also oversees inventory levels, maintains accurate records and databases, resolves discrepancies, and produces regular reports to support efficient operations and informed decision-making.

· 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

