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	Role: KPI Administrator
	Location: Scunthorpe UKP
	Grade: Weekly, Grade 3

	Department: Operations
	Line Manager: Shift Manager 
	Direct Reports: No

	Job Purpose:  To effectively and efficiently manage the control, recording & reporting of factory KPI’s and general administration to ensure adherence to labour and production targets. Work with the shift team to ensure all administrative duties are completed in a timely manner. To follow procedures and required practices to ensure that we produce products of the highest quality, food safety and food integrity.

	Facts and Figures: Support the Department to achieve their individual KPI’s set by Department head. 

	Accountabilities
	Behaviours
	Knowledge, skills, experience

	· Liase and communicate with factory personnel & supporting departments e.g. HR, Payroll, Finance etc.
· Manage shift personnel holiday requirements ensuring adherence to department targets
· Control, record & issue of Personnel Protective Equipment to colleagues 
· Complete daily time and attendance sheets for department, identifying any exceptions such as absence, holiday etc.
· Liase with Line Managers to ensure compliance and completion with Return to work interviews
· Completion of daily reports such as man hours etc.
· Data handling and analysis
· General Meeting support, note taking etc
· Project support
· Supporting implementation of new systems/processes
· Operational tasks to support the wider team
· Enforce adherence to the strict housekeeping and hygiene standards expected by the company and its customers. 
· Ensure full adherence to accident reporting, supporting other Managers to complete accident investigations to identify root cause and control measures
· Anything else required to complete your role successfully.
	Accountability 
· It’s taking responsibility; carrying the burden; being answerable; knowing the onus is on you; accepting the duty; agreeing it’s your task; showing integrity; being conscientious.
Discipline
· It’s showing control; making preparations; following best practice; having direction; being methodical; taking time to plan; complying with regulations.
Agility
· It’s being responsive; working at speed; bringing energy; being decisive; making the right call; delegating to others; collaborating when needed
Respect
· It’s showing appreciation; treating with dignity; having courtesy; listening to other views; giving credit to others.
Transparency
· It’s being very clear; being truthful; being straightforward; being trustworthy; showing sincerity; sharing thoughts and plans

	· Excellent Communication skills
· Good attention to detail
· Multitasking abilities
· Able to use own Initiative
· Good English both written & verbal
· understanding of production procedures
· Great Knowledge of KPI’s set by factory manager
· Great Knowledge of IT systems
· Great Understand labour production variances
· Food Safety Level 2 
· A great understanding of responsibilities under the Health and Safety at Work Act 1974
· Microsoft Word, Excel and PowerPoint




I have read and understand my roles and responsibilities as detailed within this job description.

Name……………………………………………………………………………………………………...

Signature…………………………………………………………………………………………………

Date………………………………………………………………………………………………………..
	Author: HR Manager
	Created: September 2019
	Review: September 2020
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