UNIVEG UK
JOB DESCRIPTION

Title


Packaging Buyer 
Reporting to

Senior Purchasing Manager
Reports
None
Key Relat’ships
Warehouse Manager, Stock Controllers, Commercial/Trading Managers, Technical Managers, Operations Managers, Purchasing Manager.
Introduction
This Job Description is provided for guidance and should not be viewed as restrictive. Its purpose is to define the core responsibilities of the person undertaking this role, and those deputising in his/her absence.  The duties and responsibilities of the post holder will develop and grow as a result of both internal and external factors.
This Job Description only covers the main areas and cannot be fully comprehensive and will be reviewed from time to time, normally as part of the annual Company appraisal process. 
Key Objectives
1. Support the Senior Purchasing Manager and Purchasing Manager to purchase and deliver packaging and production consumables to meet manufacturing plans at or below standard costs, in time (in full) and to buying specifications.

2. Administer an improvement plan for purchasing which demonstrates continuous improvement of key areas: Stock Holding; Redundancy; Wastage; Cost; Functionality; Out of Stocks.
3. Support the Senior Purchasing Manager and Purchasing Manager to deliver industry leading packaging development, securing first market where possible and providing sustainable competitive advantage to UUK through continuous innovation.
Responsibilities   

1. Support the Senior Purchasing Manager and Purchasing Manager to deliver purchasing strategies for key categories.  As directed by the Senior Purchasing Manager (SPM)
2. Administer purchasing key performance indicators and variance analysis routines to drive performance and performance improvement.
3. Participate in negotiations of purchasing contracts or one offs. As directed by the SPM.
4. Support the management of material stocks to ensure write offs are kept to a minimum adopting an “I own the stock” mentality.

5. Support the use of management systems such as Microsoft Navision for live stock and stock to sales management.
6. Maintain standard costs and usages and assist in keeping bill of materials and UUK costing systems up to date and accurate.

7. Participate in joint customer and supplier improvement work streams. As directed by the SPM

8. Work from a continuous improvement mind set engaging with other functions to deliver measureable benefits that are logged and reported.

9. Administer systems which ensure that records of compliance to, legal, food safety, and ethical guidelines in particular: BRC manufacturing Standards, TESCO Manufacturing Standards, ETI base code as it applies to our suppliers, VALPAC requirements, and M&S How we do business guidance are maintained. As directed by the SPM
10. Deliver SMART objectives agreed with the SPM and participate constructively in regular performance review, and coaching from the SPM.
11. Assist in the management of systems to verify the quality of inbound goods purchased by your team against buying specifications.

12. Support the purchasing of other non-produce items such as: office equipment and consumables; work wear. As directed by the SPM.
13. Support with purchasing negotiation and tendering process in other business areas such as Agency Labour Provision, Transport and Logistics on an ad hoc bases. As directed by the SPM.
Other





You must perform all other duties as required, consistent with your training and experience. 

Summary

In laying down the responsibilities for this position, the company accepts that from time to time difficulties will occur which may be outside the scope of your competence. In such situations, you should always refer the matter to your immediate superior, so that he/she may provide assistance to help you resolve the matter.

In particularly difficult cases your superior may agree to deal with the matter for you. However, your responsibilities remain in place until such time as your superior has accepted the responsibility from you.

This company works on the principle that silence demonstrates agreement. If you disagree with any matter concerning work, your opinion must be voiced in a professional and constructive manner.
Update

I have read and understand the expectations and responsibilities I have as the Packaging Buyer.
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Signature







Date







UNIVEG KATOPE UK LTD
PERSON SPECIFICATION FOR THE POSITION OF 
Packaging Buyer
Key Experiences:

An understanding of Sourcing, Purchasing and Expediting within a FMCG business supplying major UK retailers.

An understanding of Flexibles, Punnets/Trays, Cardboard/Paper, Labels, Printing Consumables.
Working accurately under time constraints.
Key Knowledge & Training/Qualifications:

ERP systems such as Microsoft Navision.
Excel Spreadsheet creation and use.

Purchase order systems

Key Behaviours:

Demonstrates a flexible and positive approach to change.
Seeks first to understand and then to be understood.
Strong ownership of stocks demonstrated by engagement with commercial, production and warehouse team to proactively manage 
Demonstrates a an enthusiasm for the role and work
A strong collaborative role model with an appropriate sense of urgency

More interested in doing what’s right for the business than being personally right
Accepts personal responsibility for the performance of their area and takes pride in that performance 
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