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JOB DESCRIPTION
POST TITLE: Logistics Supervisor
DIVISION/DEPARTMENT: Technical
REPORTS TO: Materials Planner GRADE | tbc
HYBRID? No
AIM

This role acts as a key point of liaison between the organisation, off-site storage facility, hauliers,
suppliers and third-party logistics providers.

The aim is to undertake the receipt, despatch, packaging, kitting distribution and temporary
storage of parts, equipment and specialist goods, both on-site and at the off-site storage facility,
ensuring traceability, safe keeping, and full regulatory compliance at all times.

The role is split between the Diamond Light Source facility on Harwell Campus and the off-site
third-party warehouse at Milton Park.

The role is Monday to Friday, working directly for Cannon Packing Limited and day to day
direction will be given by Diamond Light Source. This is a fixed term contract for 12 months.

ACCOUNTABILITIES

Off-Site Storage Facility Elements:

e Act as a key point of liaison between the organisation and the third-party logistics provider at
the off-site storage facility (Milton Park), overseeing contractor activity to ensure agreed
procedures are followed.

e Work with materials planner to define and organise the layout, labelling and stock integrity of
goods at the off-site facility to maximise efficiency and ease of access; develop, embed and
undertake proactive stock-checking and order-picking procedures

e Be an advocate for the Goods Handling and off-site storage service, encouraging appropriate
use across Diamond and promoting best practice among stakeholders

e Be the go-to person at the off-site facility for all Diamond Light Source inventory at the off-
site warehouse

On-Site Synchrotron Elements:

e Undertake the receipt, despatch, distribution and temporary storage of parts and equipment
(on-site and at the off-site storage facility), ensuring full traceability and safe keeping at all
times.

e Understand, manage and resolve exceptions to standard processes, including queries relating
to missing parcels, damaged goods or incorrect information, liaising directly with end users
and inventory owners.

e Draw up specifications for the secure and appropriate packing of orders for despatch and
kitting, ensuring the right goods reach the right place at the right time.

e Manage relationships across the organisation and with suppliers and hauliers, resolving
queries arising from Goods Handling and Logistics activities

DIAMOND VALUES
Respect. Excellence. Collaboration. Integrity. Innovation.
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 Electronically register deliveries and goods using the eProc & MRI system; file delivery
notes and signed receipt registration labels; inform staff and contractors when deliveries
have arrived.

* Undertake stock management of consumables and general housekeeping/administration
duties, ensuring a safe, tidy working environment at all times.

» Collaborate with diverse stakeholders and internal customers to devise, plan and create
imaginative and efficient logistics and packaging solutions that enable the smooth flow of
materials between sites.

Because of the changing nature of our business your job description will inevitably change. You will, from
time to time, be required to undertake other activities of a similar nature that fall within your capabilities
as directed by management.

DIAMOND VALUES
Respect. Excellence. Collaboration. Integrity. Innovation.



