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Position Description
MAIL ORDER SUPERVISOR

Position purpose

To supervise and support the daily operations and of the GirlGuiding New Zealand Mail Order service

Responsibilities include:
· Importing of daily online sales orders

· Supervising and supporting the processing and despatching of sales orders
· Inventory control and purchasing
· Preparation and reconciliation of daily bank deposits

· Providing high levels of customer service

· Supervising the Mail Order Assistant

· Providing information and support to internal and external customers
· Reporting regularly to the Marketing and Advocacy Manager 
Working relationships
Reports to:


Marketing and Advocacy Manager
Responsible for:

Mail Order Assistant

Works with:


Marketing and Advocacy Manager





Chief Financial Officer





National Office staff
Key results

	
Supervise and support the processing & despatching of sales orders

	Objective:
To ensure that all sales orders received are accurately processed and despatched within set timeframes.



	Demonstrated by:

· All sales orders received are collated for processing by 10am each week day.
· Banking is reconciled promptly each morning.

· Mail orders are processed and dispatched within the timeframes outlined in the mail order catalogue and on the web with the assistance of the Mail Order Assistant
· Inventory levels are monitored weekly to ensure availability of all products.
· Packaging, stationery, courier and postage supplies are maintained to ensure that all sales orders can be packed and dispatched within set time frames.

· Monitor the courier services and ensure the Mail Order service is working within GirlGuiding NZ negotiated agreements.



	Inventory control and purchasing

	Objective:

To ensure availability of products to meet customer demand 

	Demonstrated by:

· Inventory levels are monitored weekly to ensure availability of all products.
· Purchase orders are entered into the system upon ordering the product to ensure visibility of ordered products.

· The Marketing and Advocacy Manager is made aware of any potential issues to disrupt availability of product.

· Work with the Marketing and Advocacy Manager to obtain new/revised designs for products.

· Ensure that policies and processes are adhered to and that new purchase orders are signed by staff with financial authority to do so.

· Unavailability of stock is kept to an absolute minimum.
· Monitor costs to ensure correct margins on retail prices.

· Stock is ordered and obtained from any logistics provider in an efficient and timely manner.
· Regular partial stock takes (cycle counts) are performed to ensure that inventory records are accurate at all times.


	Provide high levels of customer service


	Objective:

To provide high levels of customer service 

	Demonstrated by:

· All telephone, email, or fax queries and complaints are responded to daily and resolved in a professional, friendly, accurate and timely manner.

· The mail order offices and warehouse are kept clean and tidy to provide a warm and friendly environment for customers.
· Product displays are well maintained in the shop at National Office.


	
Supervise the Mail Order Assistant

	Objective:

To supervise the work of the Mail Order Assistant.


	Demonstrated by:

· Monitor the Mail Order Assistant’s workload.

· Provide hands on assistance to ensure that sales orders are processed and dispatched accurately within the set timeframes.
· Ensure regular performance appraisal processes are followed.


	Provide information & support 

	Objective:

To support the National Office Marketing and Advocacy Manager by providing accurate and timely information.


	Demonstrated by:

· Provide regular monthly reports and other information as required

· Assistance with preparation of annual budgets.
· Ensure administrative work is completed in an effective, timely and efficient manner.

· Provide information to assist in the preparation of Mail Order materials eg. Mail Order catalogue and check that information is presented accurately.

· Assistance with annual price reviews.
· Maintain up to date information and prices on the shop website.




Person specification
· Demonstrated sales, retail and distribution experience

· Strong computing and technical skills

· Demonstrated organisational skills

· Well developed relationship management skills

· Demonstrated administration and communication skills

· Flexibility and adaptability

· Ability to be a great team member

· A can do attitude and a good sense of humour
· Knowledge of Greentree desirable

· Understanding of modern stock control systems
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