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	Job Title
	Warehouse Administrator

	Reports To
	Warehouse Supervisor

	Department
	Production

	Location
	Melton



	Primary Purpose of the Role:
· Support the day-to-day administrative operations of the warehouse, ensuring accurate and efficient processing of warehouse documentation and systems.
· Maintain accurate inventory records and ensure physical stock aligns with system records.
· Process and maintain warehouse documentation including delivery notes, invoices and dispatch notes.
· Support the smooth coordination of deliveries, dispatches and stock movements.
· Prepare regular warehouse reports to support operational decision-making.
· Liaise with suppliers, transport companies and internal departments to ensure effective communication and coordination.
· Monitor stock levels and highlight discrepancies or potential stock issues.
· Support stock takes and cycle counts, ensuring accurate records are maintained.
· Ensure warehouse administration is completed in line with company policies, procedures and regulatory requirements.
· Maintain accurate filing and archiving of warehouse documentation.
· Support audit processes by providing accurate and up-to-date documentation and records.
· Maintain relevant Health & Safety records and documentation where required.
· Provide administrative support to the wider warehouse and operations team as required.



	Key Accountabilities

	(The key responsibilities of the role against which performance is measured)

· Ensure all warehouse documentation is processed accurately and in a timely manner.
· Maintain accurate inventory records within the relevant warehouse management or ERP systems.
· Monitor stock levels and investigate or report discrepancies between physical stock and system records.
· Support regular stock takes and cycle counts.
· Prepare daily, weekly and monthly warehouse reports as required.
· Coordinate delivery and dispatch schedules with suppliers, transport companies and internal departments.
· Respond to queries relating to stock availability, deliveries and shipment status.
· Ensure all warehouse records are appropriately filed, maintained and archived.
· Support internal and external audits with accurate documentation and information.
· Ensure warehouse administration complies with company policies, procedures and relevant regulatory requirements.
· Support the Warehouse Manager and wider Operations team with administrative and reporting requirements.




	Competencies
· Highly organised and methodical.
· Strong attention to detail and accuracy.
· Good administrative and time management skills.
· Strong communication and interpersonal skills.
· Confident using Microsoft Office, particularly Excel.
· Comfortable working with warehouse management or ERP systems.
· Ability to prioritise tasks and manage competing deadlines.
· Good problem-solving skills.
· Ability to work effectively as part of a wider warehouse and operations team.
· Proactive approach to identifying and resolving administrative or stock-related issues.



	Qualifications
	Essential
	Desirable

	(What are the qualifications required for this role)
	
	

	· GCSEs or equivalent, including Maths and English
	✔
	

	· Microsoft Office / IT qualification
	
	✔

	· Administration or Business Administration qualification
	
	✔

	· Warehouse, Logistics or Supply Chain qualification
	
	✔



	Experience
	Essential
	Desirable

	(What experience is required for this role)
	
	

	· Previous experience in an administrative role
	✔
	

	· Experience working within a warehouse, logistics or operational environment
	✔
	

	· Experience maintaining accurate records and documentation
	✔
	

	· Experience using Microsoft Office
	✔
	

	· Experience using warehouse management systems (WMS) or ERP systems
	✔
	

	· Experience with stock control or inventory administration
	
	✔

	· Experience supporting stock takes or cycle counts
	
	✔

	· Experience liaising with suppliers or transport companies
	
	✔

	· Previous experience within a manufacturing environment
	
	✔



	Specific Skills/Knowledge
	Essential
	Desirable

	(What are the skills required to sustain this role)
	
	

	· Strong administrative and organisational skills
	✔
	

	· High level of accuracy and attention to detail
	✔
	

	· Good Microsoft Office skills, particularly Excel
	✔
	

	· Strong written and verbal communication skills
	✔
	

	· Ability to maintain accurate records and documentation
	✔
	

	· Ability to work with warehouse management or ERP systems
	✔
	

	· Understanding of stock control and inventory processes
	✔
	

	· Ability to investigate and resolve discrepancies
	✔
	

	· Ability to prepare and interpret basic reports
	✔
	

	· Understanding of warehouse, logistics or supply chain processes
	
	✔

	· Knowledge of relevant warehouse Health & Safety requirements
	
	✔




	Behaviours to be Demonstrated
(What behaviours are required to sustain this role)
	Essential
	Desirable

	· Good organisation & time management skills
	✔
	

	· Strong attention to detail
	✔
	

	· Excellent verbal and written communication skills
	✔
	

	· Self-motivated with the ability to work without supervision
	✔
	

	· Able to prioritise tasks and meet deadlines
	✔
	

	· Able to multi-task
	✔
	

	· Reliable and consistent approach to work
	✔
	

	· Proactive approach to problem solving
	✔
	

	· Able to work effectively as part of a team
	✔
	

	· Flexible and adaptable to changing business requirements
	✔
	

	· Takes ownership and accountability for own work
	✔
	

	· Professional and positive approach when dealing with internal and external stakeholders
	✔
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