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Job Description
Job Description	Procurement Coordinator SFS Imports

Department	Simply Food Solutions Imports

Reports To	Procurement Manager SFS Imports

Location	Rosedale, Auckland



Job Objectives

To manage our supply chain of imported products ensuring product is ordered and distributed in time to satisfy branch and customer demand, whilst achieving a balanced stock holding and effective cost management with a small component of shipping and logistics management. In relation to import regulations, managing shipping and freight logistics, overseeing document control to ensure timely and accurate circulation of critical paperwork and receipt of stock.

 
Main Duties & Responsibilities

· To undertake forecasting of imported products.
· To manage inventory, suppliers and freight forwarders to ensure no out of stocks whilst keeping stock holding under control.
· To help develop, implement and manage an effective sourcing strategy to provide continuity of supply of all imported products.
· To manage all documentation and processes relating to branch orders, supplier’s orders and shipments of imported products.
· To work closely with National Accounts and National Account customers in management of customer’s bespoke products.
· To help manage the financials associated with imported stock. 
· To work closely with National Procurement for importing of new products and become involved in the tendering process of these and existing imported products where appropriate.
· To source new products where applicable
· To ensure the accurate maintenance of the product and supplier database(s) relating to imported stock.
· To be involved in decision making re purchasing of imported stocks versus purchasing locally.
· To develop a proactive working relationship with suppliers, supply chain, marketing, and branch purchasing and sales and, where appropriate, customers.  
· To be proactively aware of supplier, market and competitor developments across areas of responsibility and to work with National Procurement Team to ensure that Bidfood Foodservice obtains and maintains a leading market profile, in terms of range cost, quality, reliability, availability and competitiveness.
· Manage budgets and take part in other specific projects that may be requested.
· To ensure that all administration in connection with the imported products is done in both an accurate and timely manner.
· Undertake additional tasks as required.


Nature & Scope of the Job

The role of the Imports Procurement Coordinator is a critical one, being responsible for ensuring that products is ordered, stored and supplied in the most cost effective manner whilst ensuring that customers are always supplied with stock.  The Simply Food Solutions Imports Procurement Coordinator is the start point for the application of increasing discipline across all aspects of the trading area and on into marketing, supply chain, sales and operations.

The job holder will be a commercially aware buying professional with a minimum of 2 years directly relevant experience in the central purchasing function of a National Foodservice company, possess well developed PC skills, good influencing and negotiating skills and ideally be educated to degree level, together with a recognised purchasing qualification.  They will be aware of developments in professional buying practice in the marketplace and should have experience in handling of import practices.

Health & Safety

Under the Health and Safety at Work Act 2015 you are obliged to:

· Take reasonable care of your own health and safety, including reasonable care that others are not harmed by something you do or don’t do.
· Follow reasonable health and safety instructions given by anyone at Bidfood, as far as you are reasonably able to.
· Cooperate with any reasonable Bidfood business policy or procedure relating to the workplace’s health and safety. 
· Ensure that all accidents, injuries near misses or hazards that occur at work or that affect your work are reported as soon as possible to your Supervisor/Manager or branch Health and Safety Coordinator. 

Food Safety

· Bidfood has a  HACCP based Food Control Plan (FCP), developed to meet the legal requirements of the Food Act 2014 and other Food Safety requirements
· You are responsible for following Bidfood’s Food Safety requirements under the FCP.  Please see the branch Food Safety coordinator for a copy of the FCP.
· You must immediately report irregularities or non-conformances using the standard operating procedure defined in the FCP.
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