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Role Mandate
Job Title:
Function /CFBU:
Dimensions of the Job:
Reports to:
Location:

Nupharm Direct Trading Facilitator
Procurement
No Direct Reports
Group Generic Category Manager
Runcorn

Job Summary: To ensure the smooth and expeditious delivery of goods and services for 
nominated Nupharm Direct and Numark accounts through a cohesive interface with
Sales, Purchasing, Operations and Finance

Responsibilities :
· Act as a primary contact for any bespoke or tailored orders received from 

customers via Nupharm Direct or Field Sales Forces 

· Interface with Phoenix Sales Personnel and Customers concerning receipt 
of Customer orders and regularly update them on order progress as 
required

· Interface with the Group Generic Category Manager or relevant Category 
Manager to ensure orders are placed against suppliers in a timely manner.

· Monitor the status of outstanding supplier orders and interface with depot 
Goods In to ensure supplier orders are received in a timely manner, 
highlighting any issues with the Group Generic Category Manageror 
relevant Category Manager

· Monitor order collation in depot, co-ordinate deliveries and receive and 
respond to any customer queries relating to such

· Maintain Service Level Agreement trackers monitoring performance against 
requirement for delivery to customers

· Assessing any short dated or damaged sto ck queries raised by customer,
interfacing with customer, depot, telesales, purchasing and quality to 
facilitate any agreed customer returns

· Raise orders with manufacturers as and when as directed by the purchasing
or telesales team

· Carry out other duties as required and designated by the Group Generic
Category Manager 



PHOENIX Medical Supplies will be recognised as a provider of 
top class business relevant solutions to the UK healthcare industry,
operating with honesty and integrity to  show leadership in partnership

Level 5 job description    July 2022

Key Experience,
Knowledge, Skills &
Qualifications:

Key Experience
Administrative and Commercial background with exposure to a purchasing or trading 
environment being desirable. 

Knowledge and skills
Good communication, literacy and numerate skills.  .
Competent at time management and multitasking. Organised and able to operate in
a high pressure environment
Attention to detail, helpful with a positive outlook.  Good team player.  Self-motivated
and able to contribute to debate

Qualifications
Minimum 5 GCSE’s including Maths and English
Minimum intermediate Microsoft Office in Word, Excel and Outlook.  Access
would be an advantage

Key Interfaces

Group Generic Category Manager, PI Purchase Manager, Nupharm Direct Sales Operatives, all 
relevant depot contacts, all relevant Numark Sales Contacts, all relevant customer facing contacts
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