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	SECTION 1 – IDENTIFYING INFORMATION

	Job Title
	Engineering Stores Technician
	Department
	Engineering

	Function
	Operations
	Site
	Histon

	Date
	12/12/25
	Approved by
(manager)
	Gavin Kilbourn



	SECTION 2 – JOB SUMMARY

	
· Actively engage in the purchasing process including raising queries price negotiation, order placement, supplier performance monitoring lead time reduction, and cost reduction without jeopardizing the quality of parts and service. 
· Ensure through communication that all issues are followed up, with clear communication to all
· Manage the process of requisitions, work orders, purchase orders and other documentation through M3 and CMMS system
· Ensure the use of CMMS (Pirana) systems to enable reports, stock searches, minimum re-order levels and perpetual stock counting activities are effectively carried out
· Prepare and maintain documents relevant to site auditing process
· Carry out stock counts in line with site and SOX requirement
· Support supplier rationalisation ensuring the best support and service is always engaged
· Maximise skills & experience to expedite immediate repairs whilst ensuring a follow-up action plan is clearly in place to ensure non-repeat of the failure as a result of stores / stock failure
· Seek ways of improving methods and techniques currently employed in the store’s operation. 
· Operate within the budget constraints
· Support stores stock check in line with SOX requirement
· Source new/alternative parts as required Ensure consistent coding is used when entering items. Price and lead time must be updated within CMMS when placing orders
· Invoicing matching when PO tolerance is exceeded
· Produce and work within procedures within M3 and Pirana for inventory, works orders accruals and purchasing
· stock counting/checks and control – ensuring critical spares are continually available
· running daily order reports
· Ensuring orders are accurate (querying as required) with stock ordered/delivered and that parts are received in a timely manner
•	Obsolescence review ensuring valid stock holdings
•	Running daily order reports
•	Ensuring orders are accurate with stock ordered/delivered and that parts are received in a timely manner
•	Ensure purchasing procedures are followed. 




	SECTION 3 – KEY ACCOUNTIBILITIES
	% OF TIME

	Safety, Quality, Hygiene
· Personally demonstrate safe behaviour and take responsibility for yourself and your actions with respect to those working around you
· Maintain where required the safe workings of the operational equipment, Ensure that the stores is a safe place to be
· Support a culture that enhances behavioural awareness to reduce accidents and near misses
· Conduct audits on engineering stores to monitor effectiveness of suppliers.
· Ensure documentation is completed accurately and in a timely manner.
· Employ and maintain good housekeeping standards
· Ensure full compliance to designated waste stream & support effective use of energy sources via own personal actions
· challenge/report appropriately any sub-standard conditions or behaviours observed  (1 TOPS talk per shift set)
	





10%

	People Management

· Co-ordinate with suppliers and existing maintenance team to develop understanding of requirements to support right first time
· Actively manage suppliers covering all aspects of the purchasing process including raising queries price negotiation, order placement, supplier performance monitoring lead time reduction, and cost reduction, whilst ensuring quality of parts and service is

	

10%

	Operations Management
· Actively challenge vendors/requisitioners to minimise the effect of parked/blocked invoices and deliver a swift resolve to these invoice queries.
· Challenge all service requests to ascertain correct payment schedules are complied with on the purchase orders
· Complete relevant documentation / Record data in required formats
· Reporting data to required channels including anomalies to manager
· Undertake the training of others as required
· Contribute to and help implement continuous improvement, to enhance quality, safety, efficiency and waste reduction.
· Follow any policies laid down by central engineering/purchasing. 
· Ensure all parts delivered to stores are correct to order, and where required in spec / tolerance
· Record all failures and highlight adverse trends, use database, to record all repair items and track warranties
	





60%

	Continuous Improvement
· Contribute to and help implement continuous improvement, to enhance quality, safety, efficiency and waste reduction.
· Ensure systems for stores to minimise inventory levels and working capital i.e. by considering consignment stock, reducing incorrect purchases, improving customer / supplier relations.
· Actively support teams with improvement activities through parts recognition and sourcing. 

	

10%

	Communication
· Work closely with support functions (Manufacturing, and Finance) to ensure resources required are identified and communicated with all outstanding issues resolved.
· Communicate daily with Engineering and Manufacturing to ensure services for the maintenance department take place as planned and on time
· Clearly communicate to colleagues to ensure information required is received in a timely manner through daily meetings and follow up 
· Ensure that the outstanding list is updated with current supplier feedback / delivery

	




10%



	SECTION 4 – EDUCATION & EXPERIENCE

	Education Level (i.e. Degree, Prof. Quals., etc)
	A good standard of general education is required. 
Strong organisational, numerical and IT skills.


	Years Experience (i.e. Relevant experience, Industry Experience, Management level experience, etc)
	Ability to collaborate at all levels in order to achieve engineering targets.
Proven experience with the use of Microsoft packages.
Good understanding of machinery and maintenance practices would be desirable but not essential.
Ability to represent the company in a professional and highly competent manner.
Experience in the FMCG industry preferable
Previous experience of working in a stores (stock control) within a similar or related field – preferably working with engineering parts (production/manufacturing)
Experience in a  CMMS, (Pirana would be advantageous)
FLT license (training will be given if not)


	Key Capabilities and Characteristics (Interpersonal skills, specific competencies, specific skills, etc)
	A positive attitude, open to change, a proactive approach to improvements
A positive and flexible approach to on going training.





	SECTION 5 – DIMENSIONS & SCOPE

	Budgetary Responsibility
	Direct/Indirect Budget
	Size/Amount
	

	Other key dimensions
(.e.g. sales, products, skus, reports, invoices, etc
Please put description and numbers
	Key Relationships:
· All engineering management and craftsmen
· Finance Department
· Critical Suppliers
· Manufacturing Teams
· Suppliers and Contractors
· Central Purchasing
· Central Engineering




	SECTION 6 – CONDITIONS OF ROLE

	State any conditions for role
(e.g. Travel requirements, site specific/multi-site, Physical conditions i.e. Hot/Cold, indoors/Outdoors, hazardous, etc)
	May require travel to other sites, suppliers, customers and exhibitions. 




	SECTION 7 – POSITION IN ORGANISATION

	Peer Positions (list below)
	Team Size (if none put 0)
	Team of 3. 2 x storeman and stores manager

	One engineering storeman
	
	

	
	Reports to (Job Title)
	Engineering Stores Manager

	
	
	

	
	PLEASE ENSURE YOU ATTACH CURRENT ORGANISATION CHART

	
	



	SECTION 8 - SIGNATORIES

	Job Holder Signature
	
	Manager Signature
	

	Name
	
	Name
	

	Date
	
	Date
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