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SKYE INSTRUMENTS LTD
JOB INFORMATION PACK
Purchasing & Stock Control Co-ordinator
COMPANY INFORMATION
Skye Instruments is a family-run Company and started in 1983 on the Isle of Skye in Scotland by John and Gill Wilde.  It operated from their home and when the business outgrew their house they relocated to Llandrindod Wells in 1986.  As the business has grown the Company has moved to larger and larger premises on the Ddole Industrial Estate, and in 2000 purchased their current 10,000 sq.ft. factory.

Skye designs and manufactures a range of electronic instruments that are used in plant and crop research.  Our product range also includes an Automatic Weather Station, which is used in the Environmental Sector.  Skye has an excellent reputation for quality products and customer service.  

Employee Ownership

As part of succession planning within Skye, the original owners John and Gill decided that they would like to go down the route of Employee Ownership. The main reasoning behind this decision was that John and Gill wanted to ensure that the employees had a stable base in order to make the company successful as an independent business over the short & long term.

Skye’s employees are now the majority shareholder of the company.  This allows Skye staff to control the destiny of the company and have a participative work environment.  

Skye employee owners (all employees) share in the profits and capital gains that they help to create via the profit sharing scheme.
Staffing

We have an excellent team of, currently, 14 members of staff,  The factory is open-plan and we very much work as a team with a definite ‘hands-on’ approach.  We have several social events during the year from BBQs to our Christmas event.

Pension

Skye operates a contributory pension scheme which employees are auto-enrolled into (subject to the conditions of the scheme).

Holiday

Entitlement is 20 days per year, plus bank holidays, plus the days in between Christmas and New year.

Probation Period

We operate a three month probationary period.  Performance is continually monitored and after 3 months a review is held.  If all is okay then the position becomes permanent.  Regular appraisals are held with Managers.  The successful candidate is expected to complete the apprenticeship training programme in order to secure on-going employment.

Training and Development
Extensive training is undertaken in-house, and we are kept informed of courses that are being held locally and if they are applicable, then staff are encouraged to attend.  Staff are also encouraged to be aware of any relevant training and inform their Line Managers.
JOB DESCRIPTION
	Job Title:
	Purchasing & Stock Control Co-ordinator

	Job Reference:
	PSC2201

	Working Hours:
	37 hours Monday to Friday

	Rate of Pay:
	Exceeds National Minimum Wage

	

	Main Purpose of the Job:

	

	To oversee Skye’s Purchasing & Stock Control department, and assist with some office/sales duties.

	

	Applications

	

	Please complete and return “Application Form_PSC2201” and “Equal Opportunities Form_PSC2201” by the closing date. 

	

	By email to:
	recruitment@skyeinstruments.com   (please include Job Ref. in subject line)

	

	or in writing to:
	Recruitment,
Skye Instruments Ltd,
21, Ddole Enterprise Park,
Llandrindod Wells,
Powys
LD1 6DF

	

	Closing Date:
	January 28th 2022

	Shortlisting Date:
	January 31st 2022

	Interview Dates:
	February 8th/9th 2022


PLEASE NOTE: We reserve the right to close the application process earlier than stated due to a high number of applications.
JOB  DESCRIPTION
	Job Title:
	Purchasing & Stock Control Co-ordinator

	Working Hours:
	37 hours (Monday to Friday)

	Department:
	Purchasing & Stock Control

	Accountable to:
	Sales Manager and the Co-ordination Team

	Accountable for:
	N/A

	

	Main Purpose of the Job:

	

	Identify the components and products that are to be purchased, identify the most appropriate supplier for the products, confirm all aspects of pricing, confirm all deliveries, and maintain the stock control system.

	

	Principle Responsibilities:

	

	1) Obtain and maintain a working knowledge of our product range; to include; how they are built; the components required and how they combine into working systems.

2) Operate the In-house System for new Sales Orders - usually on a daily basis. 

3) Maintain product bill of materials.

4) Maintain pre-defined stock levels (part of Sage 50).

5) Order stock from various suppliers as highlighted by in-house reports.

6) Work with the Production & Product teams on sourcing components, and order other parts as requested.

7) Liaise with suppliers to make sure components can be delivered on-time to meet our strict lead times
8) Set up and maintain component call-off schedules with suppliers.

9) Source replacement components/parts.

10) Have an eye to reduce component costs and thereby increase profits.

11) Maintain the Supplier Quality System.

12) Liaise with the Product Designer & Product Developers to source components for new designs.

13) Obtain quotes from suppliers.

14) Operate the Goods Inspection System.

15) Manage the Goods-In system.

16) Maintain the Drawings Register System.

17) Implement new systems which contribute to department/company efficiency and profitability.

18) Produce quarterly reports for the Co-Ordination Team.


You will be working individually and as part of a team constantly maintaining Skye’s high standards of quality. This will include also working closely with other staff to promote the corporate image and good reputation of Skye. 

In order for Skye to work effectively, you may be required to assist with other areas of work, and we would like you to be prepared to undertake other duties where possible.  All staff are required to abide by organisational policies and procedures and contribute to the smooth running of Skye.
As you will be working in the main Skye office, you will also have some office duties responsibilities. These are:
1) Answering the telephone and taking messages
2) Dealing with incoming emails and forwarding to the relevant member of Skye
3) Handling any incoming deliveries
4) General office administration, as well as assisting your colleagues if needed
	PERSON SPECIFICATION

	

	Job Title:
	Purchasing & Stock Control Co-ordinator

	Department:
	Purchasing & Stock Control

	

	Attribute


	Essential


	Desirable

	Experience
	
	

	· Experience of IT / data management
	X
	

	· Experience of using Sage Accounts 50
	
	X

	Knowledge
	
	

	· Knowledge of Microsoft Office, Business Objects or similar reporting packages.
	X
	

	Qualifications & Training
	
	

	· Commitment to undertaking all training relevant to this Role
	X
	

	· Ability to achieve Manual handling training
	X
	

	· 5 GCSE’s or equivalent (Including Maths and English to Grade ‘C’ or above)
	X
	

	Personal Qualities
	
	

	· Polite but persistent personality to deal with suppliers
	X
	

	· Pleasant, helpful and cooperative manor when dealing with colleagues.
	X
	

	· Ability to work on own initiative and as part of a team
	X
	

	· Attention to detail
	X
	

	· A positive attitude towards developing and implementing data/information systems
	X
	

	· An ability to work flexibly
	X
	

	· Reliability and good time-keeping
	X
	

	· Self motivated
	X
	

	Skills
	
	

	· Excellent organisational, administrative and communication skills
	X
	

	· Excellent telephone manor
	X
	

	· An ability to work within a project management framework, including project design and monitoring
	X
	

	· Effective IT skills (word processing, spreadsheet and database packages)
	X
	

	· An ability to work effectively under pressure and prioritise workloads to meet deadlines
	X
	

	Safeguarding Requirements
	
	

	· Successful applicant required to apply to the Disclosure & Barring Service/Disclosure Scotland for a Disclosure & Barring Certificate
	X
	

	Other Requirements
	
	

	· Willing to work outside “normal” working hours when/if required
	
	X

	· Commitment to Skye’s Employee Ownership model
	X
	


EQUAL OPPORTUNITIES POLICY
A) STATEMENT OF POLICY
1) We recognise that discrimination is unacceptable and although equality of opportunity has been a long standing feature of our employment practices and procedure, we have made the decision to adopt a formal equal opportunities policy. Breaches of the policy will lead to disciplinary proceedings and, if appropriate, disciplinary action.
2) The aim of the policy is to ensure no job applicant, employee or worker is discriminated against either directly or indirectly on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation.
3) We will ensure that the policy is circulated to any agencies responsible for our recruitment and a copy of the policy will be made available for all employees and made known to all applicants for employment.
4) The policy will be communicated to all private contractors reminding them of their responsibilities towards the equality of opportunity.
5) The policy will be implemented in accordance with the appropriate statutory requirements and full account will be taken of all available guidance and in particular any relevant Codes of Practice.
6) We will maintain a neutral working environment in which no employee or worker feels under threat or intimidated.
B) RECRUITMENT AND SELECTION
1) The recruitment and selection process is crucially important to any equal opportunities policy. We will endeavour through appropriate training to ensure that employees making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.
2) Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.
3) Job descriptions, where used, will be revised to ensure that they are in line with our equal opportunities policy. Job requirements will be reflected accurately in any personnel specifications.
4) We will adopt a consistent, non-discriminatory approach to the advertising of vacancies.
5) We will not confine our recruitment to areas or media sources which provide only, or mainly, applicants of a particular group.
6) All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability to do the job.
7) All employees involved in the recruitment process will periodically review their selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate.
8) Short listing and interviewing will be carried out by more than one person where possible.
9) Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
10) We will not disqualify any applicant because he/she is unable to complete an application form unassisted unless personal completion of the form is a valid test of the standard of English required for the safe and effective performance of the job.
11) Selection decisions will not be influenced by any perceived prejudices of other staff.
C) TRAINING AND PROMOTION
1) Senior staff will receive training in the application of this policy to ensure that they are aware of its contents and provisions.
2) All promotion will be in line with this policy.
D) MONITORING
1) We will maintain and review the employment records of all employees in order to monitor the progress of this policy.
2) Monitoring may involve:
a) the collection and classification of information regarding the race in terms of ethnic/national origin and sex of all applicants and current employees;
b) the examination by ethnic/national origin and sex of the distribution of employees and the success rate of the applicants; and
c) recording recruitment, training and promotional records of all employees, the decisions reached and the reason for those decisions.
3) The results of any monitoring procedure will be reviewed at regular intervals to assess the effectiveness of the implementation of this policy. Consideration will be given, if necessary, to adjusting this policy to afford greater equality of opportunities to all applicants and staff.
