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	Job Title
	Procurement & Supply Chain Coordinator

	Reports To
	Head of Procurement & Supply Chain

	Scope
	UK

	Department
	Finance

	Job Family
	Procurement

	Grade
	5/ WTW - ASC060-P1

	Behavioural 
Competency Level
	2


	Our Mission 

	To give patients control of their health through knowledge, choice, convenience, and connection.


	Your Job Family Purpose

	This family groups together specialist finance skills, knowledge and expertise to partner with the business in support of business operation and planning. Roles in this family will be qualified (fully, partially or actively working towards, or qualified by equivalent experience). They include strategic finance, financial control and operations and business partnering roles.

	Your Role Purpose 

	The Procurement & Supply Chain Coordinator plays a vital role in ensuring the smooth and compliant flow of medicines and medical products within the homecare supply chain. The role supports both the operational and strategic aspects of supply chain management, from day-to-day order processing and stock monitoring to reviewing MRP outputs, resolving supplier queries, and assisting the Category Specialists with the procurement strategy. This position is key to maintaining service continuity for patients, driving efficiency, and upholding the highest standards of quality and regulatory compliance. 

	Our Values 
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	Your Key Deliverables 

	· Review MRP (Materials Requirements Planning) output to validate requirements, highlight exceptions, ensuring timely procurement and planning.
· Process and track purchase orders, ensuring timely delivery from suppliers and manufacturers.
· Co-ordinate with suppliers and internal teams to resolve supply chain issues.

· Assist with demand planning and forecasting activities, ensuring alignment with patient and service needs.
· Resolve supplier invoice queries by liaising with finance, suppliers, and internal teams to ensure accurate billing, timely payments, and resolution of discrepancies.

· Support the Category Specialist in delivering the procurement strategy, including supplier evaluation, contract management, and identifying opportunities for cost savings and efficiency improvements.
· Maintain accurate supply chain documentation and records in line with GDP and MHRA standards.
· Ensuring departmental SOPs are up to date and accurate.

	Our Regulatory Responsibilities

	· Adhere to (CQC/ GDP/NMC/GPHC / ICO) standards relevant to role 

· Chair / Attend all relevant committees aligned to remit of the role 

· Be aware of all responsibilities relating to Infection Prevention and Control



	Your Skills and Knowledge 

	· Previous experience in supply chain and procurement (Ideally in pharmaceuticals, healthcare or a regulated industry)
· Knowledge of pharmaceutical supply chain regulations (GDP, MHRA) is desirable
· Strong IT skills, with proficiency in Microsoft Excel and ERP systems (Microsoft D365 preferable)
· Experience using MRP systems and interpreting output to support procurement and planning decisions.
· Excellent attention to detail and organisational skills.
· Strong communication and interpersonal skills for liaising with suppliers and internal stakeholders.
· Ability to manage multiple priorities under pressure.
· Work collaboratively in a cross-functional team. 

· Commitment to quality, compliance, and patient safety.

	Your Accountability

	Size of the unit
	· Contributing Group EBITDA performance 

	Direct Report units
	· 0

	Indirect Report units
	· 0
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