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	Identity



	Position title
	Administration Team Leader

	Person
	

	Date
	May 2016

	Line Manager title
	Senior Distribution Ops Manager

	Line Manager name
	Matt Derrick

	Grade
	11




	Purpose



(the ‘why’ of the position, within which limits and according to what objectives)
	Why
	To provide comprehensive support and leadership of  the distribution administration function

	Within
	The limits of authorisation in line with company policies and procedures

	According to
	The strategy of the distribution department




	Dimensions



	Financial
	Non-financial

	Revenue
	Administration for movements circa£28 million P/A
	Employees
	4

	Capex
	
	H&S responsibility
	Full

	Operating profit
	
	Communication
	Comprehensive, all  stakeholders

	EBITDA 
(ex central overhead)
	
	Training and development
	Own and team





	Key stakeholder interaction network



General Managers
Site managers/supervisors
BDM's, Commercial Managers, Ops Managers
Accounts payable, Management accountant
Suppliers
Admin team
1. Suppliers,
2. Material sourcing managers,
3. End markets
4.Traders/Back office team
5. Acc Payable
6. Managament accountants, financial analysts





1. Suppliers,
2. Material sourcing managers,
3. End markets
4.Traders/Back office team
5. Acc Payable
6. Managament accountants, financial analysts


Administration Team Leader 


	Ideal candidate experience



Office Management / Team Leader Experience.
Ability to meet deadlines
Business Administration Qualification.
Wide range of administrative experience.
Ability to influence people
Previous experience of working in a busy, time critical environment.
High standard of grammatical English
The ability to plan and prioritise workflow
Fluent in Excel including the ability to create Pivot Tables and utilise look formulae
Excellent communication skills both written and verbally at all levels
Effective team player
Experience working with and implementing lean initiatives and procedures
 

	Area one : Leadership



	Details
	Delivery measure

	Promote good working practice and positive employee relations by administering effective relationships internally and with the wider business.
Embody the Company Values and exhibit through daily interaction with your team
     Promote a safety conscious attitude towards work.
    Establish rules and boundaries for effective control of the team
	KPI'S

	In order to
	In order to influence direct team and peers to achieve goals




	Area two: Communication



	Details
	Delivery measure

	      Manage the communication with all stakeholders
     Ensure effective procedures are put in place and that accurate reporting is provided to the Operations Manager
     
	    KPI'S

	In order to
	In order to ensure effective dialogue with all stakeholders




	Area three: Best Practice Implementation



	Details
	Delivery measure

	To provide advice, guidance and support to ensure the day to day activities of the business are conducted with consistent methods, processes and satisfactory instruction. 
Standardise systems that cut down on bureaucracy and paperwork to ensure efficient control of the administration activities. 
Continually review all systems and procedures in order to improve efficiency.

	                 KPI'S

	In order to
	In order to optimise operational/departmental performance and efficiency.



	Area four: Adminiatration



	Details
	Delivery measure

	Devise and implement systems to cut down on bureaucracy and paperwork to ensure efficient control of the administration activities. 
Overall responsibility and accountability for smooth running of the administration of the department
Responsibility for the Clear System
Responsibility for the SPOPS System, to include the management of ordering, payment and invoicing processes for goods and services. 
Responsibility for invoice query resolution
Responsible for payroll administration (Overtime, On call payments etc)
Maintaining the correct function of the office environment, this is to include utility services, welfare facilities, office equipment. 
Manage the data and information to produce KPI’s for the facility. 
Ensuring monthly reports and other documents are received and processed on time. 
Gathering, recording of monthly departmental expenditure and liaising with financial analysts. 
Producing letters and reports for Senior Management team. 

	                   KPI'S

	In order to
	In order to ensure the accuracy and timeliness of information and data




	Area five: People



	Details
	Delivery measure

	Be responsible for organising, directing, training and motivating employees to deliver the agreed targets and KPI’s.
To develop the capability through formal training and coaching of employees to ensure that they have the appropriate skills and knowledge for their current and future roles. 
To ensure that the performance of employees is effectively managed, ensuring that under performance is addressed and excellence is recognised. 
To realise the maximum potential of staff through effective use of the annual performance development discussion process. 
Responsibility for overseeing the administration team.

	

	In order to
	In order to engage and develop team and self.




	Area six: Customer Relationship Management



	Details
	Delivery measure

	Responsible for ensuring Customer Service is maintained at its current high standard throughout the contract. 
Proactive in ensuring that customer issues are dealt with in a professional and effective manner.
Contract problem resolution with Customer Senior Management
Central point of contact with customers in relation to administration issues.

	

	In order to
	In order to meet customer desires and maximise co-operation













	Area seven : Supplier Relationship Management



	Details
	Delivery measure

	Responsible for ensuring suppliers are provided with timely, accurate and relevant information regarding movements undertaken
Central point of contact for Suppliers in relation to administration issues
Resolve invoice queries where necessary
Be proactive and ensure Supplier issues are managed and addressed in an efficient and effective manner
Build and maintain relationships with suppliers
	KPI's 

	In order to
	Maintain an effective supplier relationship




	Please note



1. In line with our Values and Ethics Charter, the job holder is expected to:
Act in an honest, responsible and respectful manner to others.
Be responsible for their own professional conduct.
Comply everywhere and in all circumstances with the laws and regulations connected with their activities.
Comply with our obligations to other parties such as shareholders, associates, clients, suppliers and the community.
Ensure the health, safety and wellbeing of employees, customers and other personnel at all times.
The content of this job description reflects the main duties and responsibilities of the job and are not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion.
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