Distribution Administrator
Salary:
 £Variable 






Grade:  Staff
	1. JOB INFORMATION

	Job Title
	Distribution Administrator

	Grade
	Staff

	Department & Function
	Distribution / Warehouse

	Reports to
	Duty Manager


	2.  JOB PURPOSE

	The purpose of this role is to provide an efficient distribution administration service for the depot, utilising all available resources effectively.


	3.  KEY RESPONSIBILITIES

	To prepare management information using depot IT packages.

	To administer the purchasing system for depot supplies and services.

	To undertake delivery of receipting notes and associated clerical duties.

	Investigate, take ownership and resolve queries emanating from the CSC, Telesales, Suppliers and other Carlsberg UK internal departments.

	To undertake filing, photocopying and typing of documents as necessary.

	Deal with routine email, postal and fax communications, site and employee services ensuring that matters are brought to the attention of the relevant personnel as required.

	Carry out de-brief duties as required.

	

	4.  JOB DIMENSIONS

	Financial
	

	Staff – Direct reports
	

	Staff – Indirect reports
	

	Other


	


	5.  PROFESSIONAL QUALIFICATIONS / WORK EXPERIENCE

	Knowledge


	Educated to GCSE level or equivalent.
Minimum of 2 years working knowledge of a distribution environment.

Knowledge of Transport.

	Skills


	Excellent computer/keyboard skills & knowledge of SAP.

Ability to work under pressure and to deadlines. 

Excellent communication & organisation skills. 

Confidence in dealing with a broad range of people. 

	Experience


	


