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JOB DESCRIPTION



	2. Safety Details
	

	A.  This job requires Security Clearance (e.g. Running of Special Trains)
	 FORMCHECKBOX 


	B.  The job holder is required to hold a relevant Track Safety competence (e.g. PTS)
	 FORMCHECKBOX 


	C.  This is a Safety Critical Work Post
	 FORMCHECKBOX 


	D.  This is a Key Safety Post
	 FORMCHECKBOX 


	E.  Reference to this job is included in London Midland’s Safety Certification documents
	 FORMCHECKBOX 


	F.  This job Manages Employees (undertakes specific tasks indicated in the occupational & operational standards manuals)
	 FORMCHECKBOX 


	G.  This job Manages Locations (undertakes specific tasks as indicated in the occupational and operational standards manuals)
	 FORMCHECKBOX 












‘Materials Administrator’











Job Holder:			





Reports to:		Materials Manager	





Grade:		Assistant Technician	





Safety Status:	Non Safety	





Date:			20/06/13	








1.  Job Purpose





To support the materials function in all aspects of material procurement; planning and stock control. To ensure component availability by liaising with suppliers and ensuring the receipt of purchase orders; reconciliation of order books; the on time delivery of components and the timely return of repairable material. To assist finance with ensuring the effective and timely resolution of any invoice queries. To maintain stock availability and accuracy through regular PI counts and calendar and financial year end stock takes and by overseeing the component repair loop. To ensure that the stores and associated areas are kept clean and tidy at all times.





1.  Dimensions





(Indicate in quantitative terms the key areas on which the job has an impact)





A.  Financial:


 


Value of LM stock at Tyseley Depot £2.1m & at Soho Depot £1m.                    Material used annually c. £7.34 m.








B.  Staff:    


5 Colleagues reporting to the Materials Manager at Tyseley Depot and 1 at Soho Depot .    








C:  Other:   


T&RS supply agreements signed with three core material suppliers. 


123 active suppliers on system


c. 5000 part numbers on stock. 


Weekly PI counts


Calendar and Financial Year End Stock Takes.     




















Principle Accountabilities





To work as directed by the Materials Manager and provide professional materials support in order to maintain and improve the service provided to the production activity.


To liaise with suppliers on a daily basis in order to monitor and improve supplier performance and obtain on time delivery of components. 


To monitor and maintain stock availability and accuracy through regular PI counts and to support and participate in Calendar and Year End stock takes.


To monitor that component stock levels are in line with production requirements and to ensure that components are procured; delivered on time; receipted and returned to suppliers in accordance with London Midland’s purchasing and stores procedures and supplier agreements.


To monitor and control repairable & warranty components in the supply chain


To monitor; resolve and reduce supplier invoice discrepancies 


To ensure that the stores and associated areas are kept clean and tidy at all times.





5.  Context





A:  Operating Environment: 


          


The materials function helps support the efficient running and maintenance of London Midland’s Fleet of trains.








B:  Framework and Boundaries:            





Depot Stores Procedures


Depot Procedures


LM Purchasing Procedure


Health and Safety at Work Act


Environmental Management System ISO 14001


Quality Management System ISO 9001


COSHH





C:  Organisation:        





The position of Materials Administrator reports to the Materials Manager.








6.  Relationships





A:  Subordinates: 


            


Material colleagues report to the Materials Manager





B:  Superior(s): 





Daily contact with Materials Manager as required with annual One to One objectives being set relating to the Company Objectives and Values.                   








C:  Other Contacts:  


          


(i)  Within the Company:         


Fleet Engineers; Service Delivery Managers; Soho Depot Manager; Finance                        Production Team Leaders; Technicians; Labourer; Procurement Colleagues; Tyseley Material Colleagues





(ii)  Outside the Company:                   


Monthly contract review meetings with Unipart; daily / regular contact with suppliers.














7.  Knowledge and Experience





A strong background in materials management with MRP and procurement experience.


Experience and confidence in dealing and communicating with suppliers.


A good practical working knowledge of Excel and Word. 


Knowledge of Equinox computer operating system.


An ability to identify and pre-empt potential stock and supply issues.


Knowledge of warehouse processes / procedures.


Strong inter-personal skills along with an ability to be pro-active and work on own initiative.


Certification in forklift truck and reach truck


Lifting and slinging trained


Manual handling


Full driving licence









































8.  Job Challenge(s):





Ensuring component availability to support on going production demands often utilising a limited float of components.


Reducing stock inventory levels down whilst maintaining component availability through the effective monitoring and progressing of purchase orders


Progressing existing purchase orders and procuring components to meet maintenance; modification and exam requirements.


Effectively manage the repairable loop for components from receipt to return to supplier.  


Be pro-active in pre-empting and resolving potential material supply issues


Complete PI counts and stock takes and resolve and reduce any stock discrepancies identified. 


Liaise with finance on a regular basis to resolve and reduce the number of invoice discrepancies.















































9.  Additional Information





Preparedness to work at other London Midland locations to support the materials function.


Medical fitness levels apply to this job since manual and physical dexterity are required











10.  Sign off








Job Holder:………………………………………………..  Date:………………..








Manager:…………………………………………………..  Date:………………..





Nominated Deputies





If this is a KEY SAFETY POST (2 in Safety Details above is “ticked”) a Nominated Deputy must be identified.  The job holder must ensure that the Nominated Deputy receives a copy of, and is briefed on, this Job Description.








Job title of 


Nominated Deputy: ……………………………………………………………....








Name of 


Nominated Deputy: ……………………………………………………………….








Signature of


Nominated Deputy: ……………………………………………………………….











Date: ………………………………………………………………………………….





As the Nominated Deputy for this post, I confirm that I have been briefed on the requirements of this job.  If there are more Nominated Deputies they should sign further copies of this Job Description.















