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Job Description

	Job title:

	Procurement Operational  & Admin Support  (AB Neo) 

	Reports to:

	Global Head of Procurement   (AB Neo)

	Location:

	Videbaek Denmark

	Direct & Indirect Reports:
	None

	
Overall Purpose:





	To assist with the hands-on ownership of raw materials in the AB Neo Danish Site.

	Key Responsibilities:









	· Support of raw materials, ingredients, and packaging Procurement.
· Support to find new suppliers when required and to work with AB Neo’s supplier approval process. 
· Obtain relevant documentation for approval of new suppliers.
· Monitor the market for new suppliers.
· Supplier Audits/ Evaluations 
· Daily follow up on orders and paperwork, including expediting deliveries
· Information for the logistics team, regarding collection and delivery of the purchase orders.
· Agreements regarding deliveries from various suppliers
· Ad Hoc tasks and suppliers 
· Ensure suppliers and products comply to rules of AB Neo/ AB Agri.
· Long term Supplier Declaration 
· Supplier Audit lists.
· Matching invoices and solving queries when required. 
· Support raising purchase orders.
· Checking stock in the warehouse 
· Checking samples from suppliers. 
· Liaising with Production and Quality, or 3rd party manufacturer and Quality.
· Handling Supplier and Quality Complaints 
· Supporting with reports as and when required.
· Support with IT implementation.    


	Person Specification
	
	Essential / Desirable

	
Skills and Qualifications:
	· Experienced in the end-to-end Procurement process within manufacturing, ideally within a multisite European organisation. 
· Previous experience of materials planning ideally in the manufacturing environment 
· Seasoned in supplier negotiations combined with a strong attention to detail and able to establish positions of strength.
· Experienced in developing, maintaining, and managing credible and beneficial stakeholder relationships.
· Strong organisation skills, comfortable with managing multiple priorities and projects simultaneously.
· Skilled with ERP software (such as MS AX), Excel, PowerPoint, Word, MS office applications.
· Experienced in the successful use of e-purchasing tools.
· Ability to focus on delivering tangible, measurable results to tight timescales.
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Key Behaviours:
	· Team player with a proactive, flexible, and adaptable attitude.
· Role modelling the AB Neo values.
· Excellent communication, interpersonal and presentation skills.
· Able to build relationships with suppliers & stakeholders
· Strong commercial and financial acumen combined with sound understanding of business drivers.
·  Ability to identify opportunities, mitigate potential risks and to deliver value streams.
· Ability to be pragmatic, resilient, and innovative in problem solving and issue resolution.
· Readily challenges with clarity and insight. 

	

	
Date Agreed: 
	Jan 2026
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