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[bookmark: _Hlk223337351]Job Title:
Purchasing Manager
Reporting to:
Senior Operational Buyer / Ethical Sourcing Manager
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 delivers products and experiences that truly make a difference.
Highly organised, proactive, and naturally curious, you’ll bring a passion for supply chain excellence and smooth operational delivery. With a keen eye for detail and a commitment to accuracy, you’ll ensure our materials flow seamlessly through the business — protecting production, strengthening supplier relationships, and supporting the reliability of our end‑to‑end supply chain.
You’ll play a critical role in safeguarding supply continuity, optimising inventory levels, and enhancing the systems and processes that underpin how we deliver great products to our customers.
Where you’ll play to win
· Manage the daily processing of purchase orders for raw materials and packaging, ensuring accuracy and timeliness.
· Maintain reference tools and tracking logs for supplier contracts, volumes, and key purchasing information.
· Communicate stock levels, supply timelines, and potential issues to internal teams and suppliers.
· Track inbound deliveries, proactively highlight risks, and escalate concerns early to avoid production impacts.
· Chase order confirmations, resolve discrepancies, and work closely with suppliers to address pricing or invoice queries.
· Schedule inbound materials in line with production requirements and safety stock thresholds.
· Monitor inventory, support physical stock audits, and identify risks related to shortages, excess, or obsolete stock.
· Support and escalate contingency planning to minimise out‑of‑stock situations.
· Provide weekly KPIs and insights that drive improvement in purchasing and supplier performance.
· Build strong supplier relationships, with occasional visits to support quality, communication, and performance.
· Manage collections and support import activities for specific goods when required.
· Maintain procurement master data in the ERP/MRP system, ensuring accuracy across materials, codes, and specifications.
· Support Product Information Management tasks, including pricing, lead times, and minimum order quantities.
· Identify smarter ways of working by improving transactional processes and system efficiency.
· Manage delivery non‑conformance processes, including returns, credits, and supporting root‑cause analysis.
· Assist with supplier documentation and accreditations.
· Support compliance by adhering to the Quality Management System (QMS) and Good Manufacturing Practices (GMP).
What success looks like in this role
· Trusted & Dependable: A reliable point of contact who builds strong relationships with suppliers and internal teams, known for accuracy, responsiveness, and proactive problem‑solving.
· Operational Excellence: Ensures purchase orders, data, and stock information are consistently accurate, timely, and compliant — keeping production running smoothly.
· Curiosity & Continuous Improvement: Spots inefficiencies across processes and systems and contributes ideas that make purchasing smoother, faster, and smarter.
· Data‑Driven: Uses KPIs, stock information, and supplier performance data to influence decisions, highlight risks, and support strategic planning.
· Supply Continuity Champion: Actively prevents out‑of‑stock issues by monitoring materials, anticipating risks, and collaborating with teams to maintain supply stability.
· Calm Under Pressure: Manages multiple priorities confidently, staying focused, detail‑oriented, and solutions-driven even when timelines are tight.
Capabilities: What makes you great for this role
· A strong understanding of purchasing fundamentals, supplier communication, and supply chain processes.
· Excellent attention to detail — you maintain accurate data, confident calculations, and high-quality documentation.
· Approaches challenges logically and calmly, using problem-solving to resolve issues efficiently.
· Skilled in using Microsoft Office and comfortable working with ERP/MRP systems.
· GCSE (or equivalent) in Maths and English
· Communicates clearly and professionally with suppliers and internal teams.
· Curious, eager to learn, and motivated to strengthen your knowledge of procurement and supply chain operations.
· Thrives in a busy environment, able to manage competing priorities with a methodical, organised approach.
· Brings a team-first mindset, builds effective relationships, and contributes positively to the wider supply chain function.
[image: A black and white card with text

AI-generated content may be incorrect.]
image1.png




image2.png
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




