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JOB DESCRIPTION  

Role:  Materials Controller  

 
Job Summary  

To assist in the preparation and shipment of company products, in accordance with the Quality Management 

System.  

 

Key Responsibilities  

 Process orders for shipping, providing accurate documentation in accordance with relevant legislation, customer 

and carrier requirements 

 To ensure all customers receive full, accurate & on time orders 

 Receive and book goods in to correct locations in an accurate and timely manner, liaising with intercompany and 

planning teams for any discrepancies or quality issues 

 Deal with any stock discrepancies or quality issues efficiently 

 Maintain knowledge of products and processes involved in the day to day delivery of goods 

 Support and suggest the effective management of inward & outward flow of inventory. 

 Encompass aspects of receiving goods, stock handling, stock locating, picking of works orders, cycle counting.  

 Ensure that the execution of the dispatch sequence is maintained within the required dates.  

 Ensure all aspects of the Dangerous Goods Act are fulfilled.  

 Actively involved in the on-time kitting of works orders and replenishment of line side stock.  

 Actively involved in maintaining batch and stock location accuracy on company software and ensuring tight stock 

control and stock rotation using FIFO principles. 

 You will be required to ensure that good housekeeping and health and safety regulations are adhered to within 

the work area. To contribute, be involved in and actively support the continuous improvement process within 

every facet of the department. 

 

Must Have  

 Ability to build strong working relationships 

 Pro-active nature, willing to learn quickly and take new challenges  

 Appreciation of Goods In/Stores disciplines.  

 Attention to detail. 

 Good Interpersonal and communication skills. 

 Health and Safety awareness in warehouse environment.  

 Team working skills across disciplines and departments. 

 Computer Literate 

 Organisational Skills  

 Responsible. 

 Energetic and hands-on. 

 Self-motivated with ability to motivate others 
 
Nice to Have  

 An understanding of lean manufacturing principles  

 Reach & Counterbalance Fork Lift licence.  
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 Familiar in the use of Inventory control software for the receiving and issuing of stock in a   manufacturing 

environment. 

 Knowledge of batch control in a FIFO environment. 

 Proven experience of working within a warehouse environment 

 

 


