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Role Description & Person Profile 

	Role Description
	

	Job title:
	Business Support Co-ordinator

	Reports to:
	Operational Support Manager 

	Location:
	Hybrid, travel required as per business needs

	Direct & Indirect Reports:
	NA

	Overall Purpose:
	Within this role you will work as part of a Highly skilled business support team. Your responsibilities will include providing a fast paced service to stakeholders internal and external within the feed ingredients business KW, Trident and AMUR.

The Business Support Co-ordinator is primarily responsible for providing efficient administration support to both our external customers, suppliers, hauliers , internal customers and internal inter-company suppliers. 
You will work closely as a product, procurement, logstics and direct to farm team to provide both external and internal Customers with high class service and customer skills. 



	Key Responsibilities: 
	· Providing Administration to customers within the feed ingredients business KW, Trident and AMUR. 
· Working closely with our sales teams, Product managers, Category managers and supporting them with their administration requirements.
· Ensuring the administration of customer transactions from point of sale to delivery meet expectations, lead-times and adhere to trading controls. 

Customer
· Ensuring invoices and despatch notes are processed in a timely and accurate manor 
· 
· Providing accurate and fast information to internal and external stakeholders through reports and returning filled information as required

· Managing and actioning both internal and external email enquiries for hauliers and suppliers 

· To process customer enquiries, orders and change requests accurately and efficiently as per company working procedures

Suppliers, Stores and hauliers
· To contact suppliers and hauliers, as appropriate to resolve queries and chase the receipt of information and documentation  
· Monitor and manage all queries/complaints immediately through liaison with internal departments, and external customers and suppliers.  Pro-actively identify actions to prevent recurring issues and errors.
· Issue any adjustment/payments to haulage and storage self-bills as appropriate in line with business protocols
· Process and administer customer re-directions
· Ensure reports and documents are stored promptly in a safe and retrievable manner in accordance with regulations
· Carry out general administration/office duties as required


Accuracy 
· Weight and database entry and amendments completed accurately and adhering to trading controls.
· Following agreed processes to ensure that you work in the most time effective way.
· Monthly product pricing for provisional contracts where applicable.
· Accurate recording and input of information 

Operational Excellence

· To ensure effective communication with internal customers, operations, distribution and commercial teams
· To maintain the company’s AX  database.
· To handle complaints in accordance with company procedures and implement preventative actions.
· To attend training courses and meetings as required.


People
· To provide cover (Holiday, Absence, Campaign ) and always volunteer to assist  team members to share workload.
· To assist with new starter inductions and provide cross-training, offering on-going guidance and support.


Stakeholders

· Develop strong working relationships with external customers (including 3rd party co-product and feed suppliers.
· Build strong internal relationships with key internal customers within the Commercial and Operational teams, with a clear focus on achieving business and departmental performance targets.
· Work collaboratively with cross functional groups to achieve customer support standards and business results.

Any other duties considered appropriate for the role as directed by your line manager.


	Budget Responsibility:
	



	Person Profile/Knowledge 
Experience, any formal qualifications and necessary keys areas of knowledge or experience.

	Essential
	Desirable

	· Practical customer service experience with good telephone and customer service skills.

· Analytical with good commercial awareness.

· Able to communicate at all levels both internally and externally.

· Good organisational skills.

· Computer literate with excel, word and outlook

· A strong desire to succeed and an absolute can do attitude, linking in with KW’s vision for the Region, Channel and broader business.  


	· Current or previous experience of working in the agricultural industry.
· An understanding of the fundamental drivers of the UK ruminant industries.


	Key Behaviours
	Responsible 
. We prioritise animal welfare and the safety of our people, partners and customers above all else.  
. We do what we say we’re going to.  
. We own our decisions – and our mistakes - with honesty and respect. 
· We take responsibility for our own progression. 
Inquisitive 
· We challenge the norm and don’t accept the status quo.  
· When we have a question we are brave enough to ask.  
· We learn from all parts of the business, not just those related to our individual roles. 
· We’re innovative. We make suggestions on process, systems and products. 
Inclusive 
· We value the contribution of everyone irrespective of role, background, experience or location. 
· Break down structural barriers and create broader networks to share & shape ideas. 
· We take a 'One Team' approach 
· We will boost empowerment and morale 
Brave 
· We’re brave enough to challenge the norm, decisions, behaviours and ourselves to do better. 
· We’re always respectful in our approach - respect will be given back.  
· We listen. All ideas should be heard in a suitable platform. 
· We encourage colleagues to “go the extra mile”. 


	Other Factors
Trave, shift pattern, working hours, Licence type etc.
	Hybrid role with a requirement to travel to the office according to business needs.
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