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Role Description & Person Profile

	Job Title

	Customer Service Co-ordinator

	Reports to

	Cheryl Nichols

	Business

	Trident MicroNutri

	Location

	Toomebridge

	Direct & Indirect Reports

	Cheryl Nichols, Sian Scullin

	Budget Responsibility
 
	Marie Stephenson




	Role Overview
Impact Statement 

	The Trident MicroNutri Team are working towards being the leading ruminant service provider in the market. 
This role is an exciting opportunity for a Customer Service Co-ordinator to join a dynamic and ambitious team. The Customer Service Administrator will report to the Site Manager and will work under the support and guidance of the Office Supervisor. 
Representation of AB Agri values to deliver market leading customer service to GB&I customer base. 
Customer centric focus in all activities to ensure a uniformed customer experience.

	
Key Responsibilities

	Customer Service 
· Processing customer orders and managing the customer expectations on delivery lead times.
· Ensuring all documentation and records are up-to-date and accurately maintained on the ERP system and the online folders. 
· Developing and maintaining strong relationships with customers and other stakeholders.
· Contributing to the smooth day-to-day running of the office, including but not limited to; processing invoices, updating price lists, resolving customer queries. 
· Assisting the warehouse with prepping the EOD Silosolve orders for dispatch to date requested in peak season. 


Finance 
· Clearing down received POs to ensure supplier payments are made each month.
· Invoicing customers daily.
· Processing credits when required. Working closely with Finance team to ensure correct processes are followed. 
Customs
· Gain an understanding of the Global Supply Chain and organising the movement of product in respect of AB Agri’s AEO status. 
· Working alongside Office Supervisor and Site Manager to process all relevant orders, ensuring compliance with HMRC Customs requirements and guidelines. 
Team
· Providing support and contributing towards GB&I Team activities including team meetings and ad hoc projects.
· Providing support to the Office Supervisor and Site Manager during Audits.



	
Key Stakeholders

	
Trident MicroNutri
Customers
Asterra Technical Team
Asterra Quality Team 
Asterra H&S Team
Other Asterrra Businesses
Third party suppliers

	Other Factors
Travel, shift pattern, working hours, Licence type etc.
	Driving licence
37.5 hours a week, Monday to Friday
Working from home and travel required 





Person Profile

	Required experience, qualifications, and necessary knowledge 

	Essential
	Desirable

	
· Previous knowledge of a customer service role
· Experience managing a wide and varied customer base
· Awareness of the Agricultural sector, feed ingredients or additives
· Trained on D365 or have previously worked on a similar ERP system
· Previous operating experience of a Forklift and/ or reach truck. If not, must be willing to learn for this role.
· Ability to develop in a continuous improvement role and work towards KPIs


	
· A robust understanding of product movement between NI/ ROI and GB. Training will be provided. 
· Experiencing prioritising a workload and supporting a small team
· Knowledge of problem solving and root cause analysis






	
Key Behaviours

	· Customer driven 
· Time management skills
· Personal alignment to AB Agri Values 
· Good communication and influencing skills
· Solution focused
· Confident with ambiguity 
· Strong attention to detail and very organised
· Performance driven
· Positive team player with a ‘can-do’ attitude

	AB Agri High Performance Framework
	Our high-performance framework is a set of guiding behaviours which have been created with people from across our businesses to enable great performance across the organisation.  The focus is on what you can do to demonstrate high performance in your role, as well as the behavioural inputs to assist you getting there.  

· Pioneering – Curious, spirited and bold. We lead the right way. 
· Excellence – We seek excellence in all that we do.
· Growth – We create ways for our people and customers to thrive. That’s how we keep making a difference. 
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