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Job Title: Purchasing Coordinator

Reporting to: Head of Supply Chain


Why this role matters

Every role at Neal’s Yard Remedies plays a vital part in bringing our purpose to life and in driving our next chapter of growth and transformation. Guided by our values and our commitment to putting customers first, you’ll contribute to a business that’s good for people and the planet and deliver products and experiences that truly make a difference. 

As part of a global supply chain network, the Purchasing Coordinator plays a key role in ensuring the uninterrupted supply of raw materials and packaging required to manufacture and deliver our products. Acting as a central link between suppliers and internal teams, this role supports continuity of supply, inventory availability and operational efficiency while balancing cost, quality and service requirements.

The role provides critical coordination across Purchasing, Planning, Production, Warehousing, Quality and Product Development, helping to ensure materials are available at the right time to support customer demand and business growth. 

Where you’ll play to win:

· Manage the day-to-day purchase order process for raw materials and packaging.
· Proactively monitor supplier performance and follow up on outstanding order confirmations.
· Communicate supply timelines, risks and stock availability to internal stakeholders.
· Liaise with suppliers to resolve pricing discrepancies, invoice queries and supply issues.
· Coordinate inbound deliveries and warehouse bookings to ensure smooth receipt of materials.
· Support supplier relationship management through regular communication and occasional supplier visits.
· Escalate supply risks appropriately and support contingency planning to minimise disruption. 
· Schedule material supply in line with production requirements and agreed stock parameters.
· Monitor inventory levels and identify risks relating to shortages, excess stock or obsolescence.
· Support stock audits and inventory accuracy initiatives.
· Work closely with Planning and Production teams to ensure material availability aligns with operational requirements.
· Help maintain continuity of supply through proactive management of supplier lead times and stock levels.
· Contribute to actions that improve inventory performance and working capital efficiency. 
· Maintain accurate procurement master data within ERP and MRP systems.
· Create and update material codes, supplier information and product specifications.
· Support Product Information Management activities including pricing, lead times and minimum order quantities.
· Maintain purchasing reports, trackers and supplier reference documentation.
· Produce KPI reporting and analysis to monitor purchasing performance and identify improvement opportunities.
· Support system improvements and process efficiencies across purchasing activities. 
· Manage delivery non-conformance processes, including returns, credits and corrective actions.
· Support supplier accreditation and documentation management, including relevant quality and compliance requirements.
· Ensure purchasing activities comply with company policies, procedures and quality standards.
· Support adherence to Quality Management Systems and Good Manufacturing Practice (GMP) requirements where applicable.
· Maintain accurate records and documentation to support audit and compliance requirements.

What does success look like in this role:

· Materials and packaging are available to support production and customer demand. 
· Purchase orders are processed accurately and on time. 
· Supplier communications are proactive, professional and effective. 
· Inventory risks are identified early and appropriately managed. 
· ERP and procurement data is accurate, reliable and maintained to a high standard. 
· KPI reporting provides meaningful insight and supports continuous improvement. 
· Supply disruptions are minimised through effective planning and coordination. 
· Internal stakeholders view Purchasing as a trusted and responsive partner. 
· Opportunities to improve processes, service levels and efficiency are actively identified and implemented.

Capabilities: What makes you great for this role

· Strong organisational skills with the ability to prioritise multiple tasks effectively in a fast-paced environment.
· Maintains accuracy and attention to detail under pressure.
· Takes a structured and methodical approach to work. 
· Builds positive working relationships with suppliers and colleagues.
· Communicates clearly and confidently with a wide range of stakeholders.
· Demonstrates professionalism and a customer-focused approach. 
· Proactively identifies issues and seeks practical solutions.
· Uses data and information to support decision-making.
· GCSE (or equivalent) in Maths and English.
· Proficiency in Microsoft Office applications, particularly Excel, Outlook and Word.
Desirable
· Experience in purchasing, procurement coordination or supply chain roles
· Exposure to manufacturing, FMCG or product-based environments. Preferably in the beauty industry.
· Familiarity with ERP or MRP systems.
· Knowledge of inventory management and purchasing processes.
Personal Qualities
· Proactive and detail-oriented.
· Reliable and accountable.
· Calm and resilient under pressure.
· Curious and eager to learn.
· Team-oriented with a collaborative mindset.
· Committed to delivering high standards and continuous improvement.
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WE ARE CUSTOMER FIRST

BOLD

THINK BIG, BE BRAVE, AT PACE

You identify opportunities to drive the business forward
Through curiosity, challenge and a desire for continuous
improvement
You make things happen
Acting proactively and making timely decisions that
prioritise the customers needs

You exceed customer expectations
Putting the customer first and setting high standards
for yourself and others
You focus on what matters most

Staying diligent and thorough with an unwavering
commitment to our customers

RESPONSIBLE

You act with integrity
Standing up for what is right for our business,
our people and our planet
You collaborate effectively
Taking ownership for your actions and holding
yourself and others accountable
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