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	Job Title: Business Administrator

	Business Unit: Procurement & Business Support

	Location: Redbrook

	Reports to:  Procurement Manager

	Reports: None

	Purpose: The role holder will support the office with general admin duties (post, office supplies, ordering stationery). Providing support to the wider business and managing the P2P process.



	Key Accountabilities:

	· General office activities
· Creating and receipting of purchase orders
· Management of the P2P process
· Managing and ordering stock
· Supporting with the management and organising of training
· Managing multiple inboxes
· Data management
· Supporting the wider procurement team in times of absence
· Supporting the wider Business with Business Administrative activities on an as and when basis
· Provide a high standard of customer service to internal stakeholders and colleagues
· Produce P2P Reports and undertake effective analysis to identify improvement opportunities
· Promote best practice



	Are You the Right Person for this Role?

	Essential Knowledge, Skills, and Experience:
· Ability to build and maintain relationships both internally and externally
· Good working knowledge of Excel & other Microsoft Office Products
· Knowledge and experience of P2P process
· Strong written and verbal communication skills
· Ability to produce quality and accurate output (right first time)
· Ability to plan, organise and prioritise workload based on business needs
· Proactive and able to identify continuous improvement opportunities

Behaviours 
· Self-starter/self-reliant – the ability to work on own initiative 
· Takes ownership - takes/seeks responsibility 
· Team player – supports colleagues & works with others to achieve best outcome
· Professional and credible
· Resilient
· Confident communicator - can build relationships at all levels with both internal and external bodies
· Driven - determined to deliver change and achieve success for the benefit of the organisation
· Decisive - able to make effective decisions within their remit
· Innovative - creative in searching for new business ideas
· Adaptable – able to accept and deal with changing priorities
Desirable
· Experience within the utilities sector
· Working with the MOD 



Ancala Water Services is committed to creating a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, colour, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran status.
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