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Job Description
1. Job Details:
Job title: Senior Export Administrator
Division: Blakemore Wholesale
Responsible to: Export Manager
2. Job Purpose: 
·   Responsible for overall export operations, in particular overseeing all export administrative functions and supporting the Export Manager
3. Key Tasks / Responsibilities:
· To deal with sales and logistics enquiries on a daily basis
· To process, despatch, invoice and follow up orders in accordance with Customs regulations and internal export operating procedures
· To accurately prepare, issue and control all relevant export documentation in compliance with Customs regulations and internal operating procedures
· To closely work with the company’s operations/warehouse and logistics team
· To organise transport liaising with courier companies, freight forwarders/forwarding agents to ensure efficient and timely collection and/or shipment of orders
· To issue invoices in accordance with the internal operating procedures and to liaise and assist Credit Control
· To be familiar with international methods of payment, including process of letters of credit
· To deliver high standard of customer service to internal and external customers
· To set-up and maintain accurate sales and customers records manually and using the operating system
· Under guidance of the Export Manager, to be responsible for the day to day running of the Export operations function and to act as the interface between the external customers and the internal customers
· To complete general administrative duties.
4. Financial Responsibilities: 
· None

5. Generic Responsibilities
· Ensure compliance with all aspects of “The Blakemore Way” values
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
· Comply with all other policy and legal requirements in relation to your role
6. Other: 
This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested by management; however these will not be unreasonable and will be appropriate to the level of post.  

As circumstances change, responsibilities may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent.  The post holder will be fully consulted on any significant changes.

On occasions the post holder may be required to work from an alternative location to their usual place of work; however, the post holder will be given appropriate notice of this change should it be required.

Signature of post holder:
Name of post holder:
Date: 
Person Specification
1. Job Title: Senior Export Administrator

	2. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	· Basic education (numeracy and literacy)


	
	CV/Application Form 

	3. Skills / Abilities / Knowledge / Experience

	Essential
	Desirable
	Measured By

	· Minimum 3-year experience in export administration and/or export operations

· Strong knowledge of export documentation and Customs export rules

· Computer literate (general Microsoft Office, excellent Excel skills)

· Excellent telephone manner
· Excellent verbal and written communication skills

· Strong organisational skills

· Excellent administration skills

· Excellent attention to detail and accuracy


	Languages; main European and/or Mandarin

Experience of the FMCG sector

International Trade background


	Competency Based Interview / Assessment

	4. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	· Flexible and adaptable

· Team player
· Compliance with the company values

	
	Competency based interview


5. Core Competency Framework
Intermediate Manager
6. Other: 
This person specification describes the main requirements of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
Signature of post holder:
Name of post holder:





Date: 
