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	Job Title:
	PURCHASING COORDINATOR


	Department:
	Supply Chain


	Location:
	Peacemarsh, Gillingham, Dorset. 

	Reports to:
	Senior Operational Buyer / Ethical Sourcing Manager


	Direct reports:                   
	None 

	Purpose:

	As part of a global supply chain network, Neal’s Yard Remedies relies on a strong and resilient procurement function to ensure the uninterrupted supply of materials. The Purchasing Coordinator plays a key role in coordinating supply continuity, managing supplier communications, and optimising material availability in alignment with business needs; balancing cost, specification, and timing.
This role includes managing purchasing activities, improving administrative processes, and supporting procurement system enhancements. With opportunities for growth, including CIPS training and future category ownership, this role is ideal for someone with initiative and a passion for efficiency and supply chain excellence.
The role is based at our Peacemarsh Head Office and collaborates cross-functionally with teams in Production, Planning, Supply Chain, Warehousing, Quality, Project Management, and New Product Development.



	Role Responsibilities:
	Operational Purchasing & Coordination

· Manage daily purchase order (PO) processing for raw materials and packaging.

· Maintain and update reference tools and tracking logs for key supplier contracts and volumes.

· Communicate stock levels and supply timelines to internal stakeholders and suppliers.

· Manage inbound delivery schedules and coordinate warehouse bookings.

· Proactively chase order confirmations and resolve PO discrepancies.

· Liaise with suppliers to resolve pricing issues and manage invoice queries.

· Schedule materials supply in line with production plans and safety stock thresholds.

· Monitor stock levels, support physical stock audits, and mitigate risks related to excess or obsolete inventory.

· Escalate and support contingency planning to minimise out-of-stock impacts.

· Provide weekly KPI reports to track performance and identify improvement areas.

· Occasional supplier visits for relationship & performance management.

Systems & Master Data

· Maintain procurement-related master data within the ERP/MRP system, ensuring high accuracy.

· Assist in creating and updating material codes and specifications.

· Support Product Information Management (PIM) tasks, including pricing, lead times, and MOQs.

· Identify and drive improvements in transactional purchasing processes and system usage.
Compliance & Governance

· Manage delivery non-conformance processes, including returns, credits, and root cause analysis.

· Assist with supplier documentation and accreditations (e.g., ISO, GMP compliance).

· Adhere to and support the Quality Management System and GMP where applicable to the role.



	Person

Specification:


	Essential

· GCSE (or equivalent) in Maths and English.

· Proficient with Microsoft Office applications (Excel, Word, Outlook, PowerPoint).

· Strong communication and organisational skills.

Desirable

· Experience in purchasing, procurement coordination, or supply chain roles.

· Exposure to supply/demand planning in an FMCG or manufacturing environment.

· Familiarity with MRP or ERP systems and procurement analytics.

Personal Qualities

· Proactive and detail-focused with a commitment to high performance.

· Strong planning and problem-solving abilities under pressure.

· Builds effective relationships across teams and suppliers.

· Curious and motivated to learn and grow in the procurement profession.

· Able to juggle multiple priorities with a calm, methodical approach.




In recruiting, hiring, developing and promoting employees, we treat everyone equally irrespective of sex, sexual orientation, gender reassignment, marital or civil partnership status, age, disability, colour, race, nationality, ethnic or national origin, religion or belief, and places an obligation upon all staff to respect and act in accordance with our policy.
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Job Descriptions may not cover all duties and responsibilities as these may be subject to change at any time and without notice.  All job holders will be expected to carry out additional duties as requested to suit the needs of the business.
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