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Job Description

Role title: 	Supply Chain Coordinator
Reports to: 	Quality and Environment Systems Manager
Grade:		Scientist
Sector:		Group Services
Division:	Health and Safety, Environment, Quality and Sustainability (HSEQS)

Purpose / Scope of role

APEM Group is a leading global environment consultancy providing expert advice to clients in a wide range of industries including water, renewables, infrastructure, marine and ports, transport, construction, and development.

The HSEQS team is a high-performance team comprised of health and Safety, quality and sustainability professionals working to support our Consultancy teams to deliver high quality sustainable environmental solutions. You will be working within the HSEQS team, reporting to our Quality and Environment Systems Manager. 

The purpose of the Supply Chain Coordinator is to undertake the various processes and queries of the supply chain procedures as critical part of the Integrated Management System (IMS) in line with recognised accreditation requirements. The role will also support the HSEQS team and on maintaining and monitoring the IMS which incorporates ISOs 9001 (quality), 14001 (environment) 45001 (health and safety) and other standards. Assisting with IMS updates and amendments as necessary, assisting with and taking part in external and internal audits as required. 

The role will be based remotely with the option of working in an office if desired. 

What success looks like in this role

With rapid growth in the company, this role will likely develop over the fixed term period, and the successful applicant will develop an understanding of the company’s supplier management strategy and the IMS.

Key Responsibilities

· Develop and implement good supplier management practices.
· Undertake supplier/subcontractor assessment and approval, maintaining APEM (UK&I) supplier database and completing regular reviews as required.
· Supporting the HSEQS team in terms of processes, documentation and improvements and assisting with its development and implementation.
· Assisting with HSEQS elements of client supplier questionnaires for APEM to become an approved supplier. 
· To be an advocate for continuous improvement of company management systems, policies and procedures, working closely with appropriate leads and champions within the business.
· To act as part of the HSEQS team and carry out any additional activities that may be reasonably required or requested.
· To carry out any additional activities that may be reasonably required or requested.
· To take reasonable care for the health and safety of yourself and others; make use of the tools, equipment, training and resources; and actively engage with colleagues at all levels to contribute to the continuous improvement of health and safety management.
· Complete mandatory health and safety training modules and any that are specific to your role.


Skills/Knowledge/Experience/Qualifications

Essential 
· IT literate and experienced in MS Office.
· Ability to work to tight deadlines, both independently and as part of a team.
· Excellent time management skills, including the ability to prioritise workload to meet deadlines.
· Ability to engage effectively with external contacts and collaborate with colleagues.
· Ability to work within an ever-changing environment.

Desirable 
· An understanding of supplier management procedures and processes. 
· An understanding of ISO 9001, ISO 14001 and ISO 45001 management systems.
· Ability to write procedures and guidance documents.
· Experience of internal and external audits.

Our Values 

Our most important assets are our people who work here. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:
· Integrity – We do the right thing.
· Quality – Quality in everything.
· People - We care.
· Forward thinking – We focus on the future.
· Positivity – We believe we can.
· Fairness – We champion equality. 

Our WOW Factor

When home became work, we learned that flexibility, understanding and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.

You Belong

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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