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Job Title: STORES AND FULFILMENT COORDINATOR

Reporting to: Head of Customer Supply

Team Members/Direct Reports: E-Commerce Assembly Assistant



Why this role matters

Every role at Neal’s Yard Remedies plays a vital part in bringing our purpose to life and in driving our next chapter of growth and transformation. Guided by our values and our commitment to putting customers first, you’ll contribute to a business that’s good for people and the planet and deliver products and experiences that truly make a difference. 

The Stores & Fulfilment Coordinator plays a critical role in ensuring products, components and materials are available where and when they are needed across eCommerce, Retail, Wholesale and internal teams. By managing stock movements, fulfilment activities, replenishment processes and customer-related requests, this role helps deliver excellent service levels, maximise stock utilisation, and support the smooth operation of the wider supply chain.

Where you’ll play to win:

Key Responsibilities
· Review stock requirements within the planning system to ensure sufficient herbs, packaging and componentry are available to meet production and fulfilment requirements.
· Create and close works orders, ensuring stock is accurately recorded and transferred to the appropriate warehouse locations.
· Liaise with Purchasing to ensure herbs are ordered in line with operational requirements, providing clear forecasts and stock requirements.
· Coordinate replenishment of components from warehouse locations to support planned activity.
· Process returned and non-delivered customer parcels received from third-party fulfilment partners.
· Maintain accurate returns records and communicate findings to Customer Care to support customer refund, replacement and resend decisions.
· Process returned stock back into inventory systems and ensure stock is appropriately categorised and stored.
· Manage excess and overrun stock from manufacturing and warehouse operations.
· Identify opportunities for stock utilisation across Retail locations.
· Create transfer orders and coordinate stock movements to maximise sell-through and minimise waste.
· Coordinate the preparation and dispatch of tester products to wholesale partners, including major accounts.
· Support Customer Care with customer complaint investigations, replacement orders and product resend requests.
· Process stock requests from Retail stores, including tincture bottles, caps, labels, herb bags and other consumables.
· Create sales and transfer orders to ensure accurate inventory consumption and tracking.
· Support Visual Merchandising, Marketing and PR teams by fulfilling product and display requests.
· Coordinate employee welcome pack requirements and ensure stock availability for People & Culture initiatives.
· Manage outlet stock allocations and transfers for factory and outlet sales activity.
· Administer colleague and reject stock processes, ensuring stock is allocated appropriately and inventory records remain accurate.
· Manage incoming and outgoing post for the factory and coordinate courier collections.
· Respond to ad hoc business requests, often requiring rapid stock allocation and fulfilment.
· Maintain accurate stock records, spreadsheets and supporting documentation to ensure inventory integrity.

What does success look like in this role:

· Products, materials and components are consistently available to support planned activity.
· Inventory records are maintained accurately with minimal discrepancies.
· Returns, transfers and fulfilment requests are processed accurately and within agreed timescales.
· Excess and overrun stock is effectively managed, reducing waste and maximising stock value.
· Retail, Wholesale, Customer Care and internal stakeholders receive timely and effective support.
· Stock movements and transactions are accurately reflected within business systems.
· Strong working relationships are maintained across Warehousing, Purchasing, Retail, Wholesale, Marketing, Customer Care and People & Culture teams.

Commerciality
· Understand the financial impact of inventory management decisions.
· Minimise waste through effective utilisation of overrun, returned and outlet stock.
· Support sales opportunities through timely fulfilment of Retail, Wholesale and promotional requests.
· Balance service levels with operational efficiency and stock control requirements.

Capabilities: What makes you great for this role

· Strong inventory management and stock control experience. 
· Excellent attention to detail and high levels of accuracy when processing transactions. 
· Confident using ERP, warehouse management or inventory systems. 
· Strong planning, organisation and prioritisation skills. 
· Able to manage multiple requests and competing priorities in a fast-paced environment. 
· Excellent communication and stakeholder management skills. 
· Proactive and solutions-focused approach to problem solving. 
· Intermediate Microsoft Excel and administration skills. 
· Ability to work collaboratively across multiple business functions. 
· Demonstrates Neal's Yard Remedies values of Bold, Uncompromising and Responsible.
· Champion a solutions-focused mindset, encouraging experimentation and continuous improvement
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WE ARE CUSTOMER FIRST

BOLD

THINK BIG, BE BRAVE, AT PACE

You identify opportunities to drive the business forward
Through curiosity, challenge and a desire for continuous
improvement
You make things happen
Acting proactively and making timely decisions that
prioritise the customers needs

You exceed customer expectations
Putting the customer first and setting high standards
for yourself and others
You focus on what matters most

Staying diligent and thorough with an unwavering
commitment to our customers

RESPONSIBLE

You act with integrity
Standing up for what is right for our business,
our people and our planet
You collaborate effectively
Taking ownership for your actions and holding
yourself and others accountable
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