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	Job Title:
	Planning Administrator


	Reports To:
	Planning Supervisor


	Department:
	Planning




Purpose of the Role

Reporting to the National Planning Manager this key role is responsible for supporting the planning team to enable delivering the timely generation of accurate schedules for the radial delivery, shunts and trunking.  Responsible for the safe, efficient and cost effective execution of all planning tasks, whilst ensuring the planning team are working to the required standards, individually and as a whole. 

Responsible for administering the planning function when on shift ensuring the efficient and cost effective management of all operational activities in this area.  Ensuring all KPI measures and key tasks are continually met and exceeded.


Key Accountabilities

· Own all planning activity to achieve departmental KPIs.

· Ensure that effective communication processes are in place to promote the regular and effective communication to the team and business. 

· Raise Purchase orders for sub-contractors. 

· Cover other areas of the planning department during absence. 

· Working as part of the planning team to ensure the correct standards of work are maintained and assisting with continuous improvement initiatives which will benefit the department and its customers.

· Identify any issues and/or potential problems and opportunities and manage these through to resolution.

· Balance fleet utilisation versus requirement, support planner with additional sub-contraction as required

· Identify proactive opportunities to improve the plan and DOT performance. Identify ways to make efficiency improvements.

· Respond to and acknowledge plan issues and take corrective action to avoid recurrence. Take on board and implement sound suggestions for efficiency improvements.

· Ensure planning efficiency in line with O Licence undertakings. 

· Full compliance to all applicable Health and Safety Requirements.

· Interpret volume forecasts from customers to pre-prepare for volume peaks




Skills and Experience

	· Able to operate effectively in a high volume service driven transport operation
· Take ownership for own and team’s performance
· Excellent communication skills – Planning Manager / Operations Managers / Planning Team / Transport Supervisors / Warehouse Supervisors / External companies
· Experience of working within an FMCG environment
· Able to work to time sensitive deadlines and prioritise work
· An understanding of a target driven environment
· Good numeracy, spoken and written communication skills
· Strong IT skills (Word, Excel, Outlook, Transport Management Systems)
· Willing to challenge established practices
· Attention to detail




Key Performance Indicators (KPI’s)

Achievement against operational KPIs:
· Vehicle fill above 80%
· Empty running below 92 per week
· Delivery on time above 90%
· Fleet utilisation above 64% with all runs resourced
· Plan accuracy - less than 2.5% of loads altered post planning and no handover issues raised
· Working knowledge of Drivers hours laws and Working Time Directive
· Shunt plan accuracy – efficiently delivering bakery requests




	Signed:
	
	Dated:
	


	Employee:
	

	Line Manager:
	








Job Role Profile	Planning Administrator	May 2026
image1.jpeg
Samworth Brothers
Supply &% Chain




