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	ROLE PROFILE

	Job title
	NPD Administrator 
	Date
	October 2024 

	Business
	On Site – Cobden Street, Leicester 

	Department
	NPD Packaging 

	Location
	Walkers Deli & Sausage Co

	ROLE SUMMARY 

	· General support function for the NPD Packaging Team 
· Support the administration of the NPD process from product set up to product launch.
· Assist with keeping new and existing packaging data up to date 
· Assist with NPD related document control across the site.
· Raise purchase orders and receipts as requested.
· Process WIP documents signed off 
· Update and maintain overhead budget tracker  
· Internal code generation 
· Capture and manage the collation of EPR data 
· Raising orders on the business system, maintaining recipe control processes 
· To have a full understanding of RP system and ensure accuracy of data is inputted and maintained 
· Brief and manage suppliers on promotional label requirements  
· Work closely with the Packaging Technologist to ensure accurate packaging handovers 
· Liaise closely with NPD wider team, finance, commercial, process and technical departments 

	REPORTING STRUCTURE

	Reports to
	 NPD Packaging Manager 

	Direct & Indirect Reports
	 None

	Key Internal Stakeholders
	 NPD wider team, Procurement, Development, Commercial, Planning, Finance

	Key External Stakeholders
	 Suppliers

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES

	NPD Admin
· Supporting NPD packaging for the business unit from “Concept to Launch”
· Support the wider NPD team on admin tasks when required 
· Working with Packaging Technologist, planning & finance to ensure the smooth process of handing over correct information from NPD to process  
Systems & Data Management
· To have a full understanding of recipe control systems and ensure accuracy of data is inputted and maintained within the system
· To have a full understanding of AX and System 21 for code generation
· To have a full understanding of NPD’s responsibilities on Foods connected and support where needed
Communication
· Effectively communicate with internal and external stakeholders to ensure accurate information is captured and shared 

	QUALIFICATIONS, EXPERIENCE, SKILLS / KNOWLEDGE

	
Qualifications
	· 4 GSCE of grade C and above preferred 
· Microsoft Computer literate (either to Internal standard or Advanced level) with specific knowledge of Excel

	  Experience
	Experience in a similar administrative role, preferably within FMCG 

	
Skills/ Knowledge
	· Excellent communication both written and verbal 
· Strong organisational skills and attention to detail
· Ability to work collaboratively in a fast paced environment and manage multiple priorities 
· Problem solving mindset with a proactive approach to tasks 
· Good time management skills and the ability to prioritise effectively between tasks


	PERSONAL ATTRIBUTES & BEHAVIOURS

	· Good interpersonal skills, able to build positive relationships with different stakeholders
· Ability to work with minimal supervision and direction and demonstrate high levels of initiative
· Strong planning and organisational skills
· Perseverance in the face of challenge
· Strong communication skills (written and verbal)
· Professional approach
· Ability to multi-task and prioritise workload to meet demands from multiple stakeholders.
· Calm & measured approach in an often-pressured environment which often involves working to tight deadlines
· A “can do” attitude and “hands on” approach


	COMPETENCIES FOR SUCCESS

	Core Areas

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation.  Everybody should be treated with dignity and respect at all times

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism

	Flexibility and 
Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs

	Initiative and Taking Ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism

	Additional Areas – Individual Contributor

	Competency
	Descriptors

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop

	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities and resources can be managed to achieve goals
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