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 Role Description & Person Profile

	Role 
	

	Job title
	Product Co-Ordinator - Performance Products 

	Division / Dept
	Performance Products 

	Location
	Hybrid with UK Travel
Business Location - Tauton

	Team Structure 
Reports to, direct reports, etc.

	Report to Product Procurement and Logistics Manager – Performance Products


	Description
	

	
Impact Statement 
Main purpose, focus of the role.

	
Responsible for excellence in customer service and delivery. The role is fundamental to the day to day operations of our Advance Sourcing business, acting as a customer facing co-ordinator of daily activities to include order taking and processing, supplier delivery management and complaint handling. This is a great opportunity to learn a business from the ground up and develop through our wide network within AB Agri. 


	
Role Objectives 
The key responsibilities and key accountabilities of role. (5 to 10 areas)













	
Call new and existing customers to build business relationships and promote the company’s products and services . 
Deal with complaints from customers. 
Liaise with clients to process orders and assist with queries. 
Help prepare quotations and reports. 
Liaise with suppliers to manage customer orders, deliveries and complaints.
Assist in ensuring Quality Control of products comply with specifications. 
Check invoices and pass for payment – investigating queries where necessary. 
Keep the office diary and records relating to business activities. 
Input customer records and products onto the system. 
Assist with general administration duties using Excel, Word and Microsoft Dynamic 365. 
Respond to incoming correspondence. 
Ensure accurate use of CRM systems and adherence to business processes, trading controls, and governance requirements.
Focus on compliance, prioritising Health & Safety and Quality by understanding the portfolio RACI and managing SLO and QLOs.
A degree of cover, support and collaboration is expected across all product areas and roles within the Product ream, as required to meet business need.



	
Key Stakeholders 
What are the challenges of the relationships, communication strategies required, etc 


	
Externally
· Customers
· Suppliers
Internally
· KW on Farm Sellers
· Kite Consultants
· Advance Sourcing Team
· Technical Team 
· Marketing 
· Credit Control
· Logistics 
· Finance


	Scope
Depth, breath of knowledge application, ability to innovate, complexity of tasks, budgetary responsibility.

	
· You will contribute to the achievement of the Performance budget. 
· Your activities will broaden the Performance Product sales reach in the market.


	
Person Profile
	

	
Knowledge
Consider experience, any formal qualifications genuinely necessary or any key areas of knowledge.

	

· An interest in both the UK ruminant Sector and a basic understanding of the fundamental drivers of the UK agriculture industry.


	
Key Behaviours
Consider which of our Guiding Principles are particularly relevant and any role specific behaviours.

	
· Strong relationship builder and communicator
· Excellent telephone interface skills
· Keen attention to detail and commercial drive
· A natural team player with a flexible, collaborative outlook
· A proactive, tenacious attitude which helps facilitate a culture of ownership, development, and achievement.


	Other Factors 
Travel, shift working, HGV Licence, etc.
	
· Normal office hours are Monday to Friday, 8:30am to 5pm.
· Travel within the UK will be required.
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Associated British Agriculture




