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Role Description & Person Profile

	Role 
	

	Job title
	Office Supervisor TMN

	Division
	AB Agri 

	Department
	Trident Micro Nutri; UK Dairy

	Location
	Randalstown Office

	Team Structure

	Reports to Site Manager



	Description
	

	
Impact Statement 





	The AB Dairy team aim to be the leading ruminant service provider in the market. Our Randalstown site is key in the Supply Chain of nutrition and feed additives both direct to farm and to businesses serviced by Trident Micro Nutri (TMN). 
In order to be the leading ruminant supplier, this business is quickly growing  and so needs to be adaptable and flexible whist maintaining high service levels and customer experience at all times.

The Office Supervisor will work closely with the Site Manager and will support the Admin Team and Warehouse on their day-to-day duties. 
The team are based in both in Northern Ireland and in England.

Representation of AB Agri values to deliver market leading customer service to TMN Performance Products to our supplier and customer base. 

Customer centric focus in all activities to ensure a uniformed customer experience.

	
Role Objectives 


	Customer Service
· Overseeing sales order processing.
· Supporting Admin Team in training needs on ERP system and ensuring processes are followed with a high level of accuracy.
· Answering customer queries either by phone or by email, ensuring queries are responded to in a timely matter and necessary actions are taken.
· Developing and maintaining customer relationships – providing an excellent standard of customer service.
· Logging and resolving complaints, alongside Site Manager and Quality Team. Working alongside Site Manager and Operations Director to provide preventative actions where possible.
· Contributing to the smooth running of day-to-day operations as required.
· Keeping customers informed on all announcements from the Randalstown Team.
· Regular effective communications to stakeholders on lead times, stocks and period end results.
· Participating in Sales & Operation Planning meetings (S&OP)
· Inventory Management
· 3rd Party Hauliers and stores set up and relationship management.
Finance/ Admin duties
· Invoicing customers daily.
· Supplier set-up.
· Resolving queries on supplier statements.
· Ensuring open POs are cleared down each month.
· Working alongside Finance Manager to clear down the intercompany invoices and queries for month end. 
· Supporting Admin Team to ensure all documentation is saved correctly to shared folders and is easily accessible during an audit. 
· Supporting Site Manager during audit when required. 

Customs 
· Supporting Site Manager and Logistics Team with customs compliance. 
· Providing import guidance and documentation to Customs Agents.
· Processing supplementary declarations through TSS before 4th of following month.
· Weekly order reviews for movements from ROI-GB.
· Liaising with hauliers and customs agents to gather all customs documentation for approval.
· Following detailed checklist and tracker to prove compliance and ensuring we are working towards audit guidelines.
Team
· Training in and reviewing processes with Admin Team to promote a high standard and consistent customer service experience. 
· Working closely with Site Manger to provide support and cover where necessary – Encouraging team engagement and open communication with TMN Team.
· Providing support to Business Managers to manage their customer’s expectations.
· Providing support to Business Managers and Credit Control to encourage invoice payments and reduce the working capital. 
· Take responsibility for the bulk price list increases for Business Managers and support Admin Staff on the day-to-day changes.




	Key Stakeholders 


	Trident Micro Nutri Team 
Trident Micro Nutri Business Managers
Customers
Product Suppliers
AB Dairy Quality Team 
AB Dairy Supply Chain Team
S&OP Team
AB Agri partner businesses (Premier, KW etc.)
Third party suppliers
HR Business Partners
Finance Business Partners







	Person Profile
	
	Essential or 
Desirable

	
Qualifications/ Knowledge
	Experience working on AX or similar ERP systems.

Experience of a customer service role.

Excellent working knowledge of Microsoft Office Packages, such as Excel, Word and Outlook


Experience of working with imports and exports and processes associated. Ideally trained to Level 1.

Level 2 and 3 Customs Compliance qualification or working towards one.

Experience of working to a high-level of accuracy.

Understanding of the importance of confidentiality and professionalism. 

Communication and stakeholder management.

Able to develop and adhere to KPIs

Experience of agile and lean working

Problem solving and root-cause analysis 

Awareness of Agricultural sector, feed ingredients or additives.
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Key Behaviours

	
· Customer Service driven. 
· Time management skills
· Personal alignment to AB Agri Values 
· Good communication and influencing skills.
· Solution focused & problem solver.
· Organised in approach.
· Confident with ambiguity 
· Attention to detail.
· Performance driven.
· Positive team player with a ‘can-do’ attitude
· Shows an active interest in own continuous development. 

	
Other Factors 
	
Office based with some flexibility for home working from time to time.
Valid driving licence required. 
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