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ROLE PROFILE
	
	TITLE:  Supply Chain Product and Learning System Co-ordinator

	TEAM/PROGRAMME:  Supply Chain, Centre
	LOCATION: UK (London or Remote) or any existing Save the Children International Regional or Country office Worldwide

	GRADE: C/3 Mid-Senior level
	CONTRACT LENGTH:
Permanent

	CHILD SAFEGUARDING: 
Level 2: either the post holder will have access to personal data about children and/or young people as part of their work; or the post holder will be working  in a ‘regulated’ position (accountant, barrister, solicitor, legal executive); therefore a police check  will be required (at ‘standard’ level in the UK or equivalent in other countries).

	ROLE PURPOSE: 
The Item Master is the product data management system for SCI globally. It holds approximately 11,000 products procured by the organization, with around 900 supply catalogues reviewed and verified annually.  The Product and Learning System Co-ordinator will be responsible for full ownership and management of the Item Master system and functional lead for the supply chain data held on the SCI Learning Management System (LMS). For both systems, driving data quality and optimal use to support business processes and learning. They will also support ongoing management of the Inventory Management System (TIM). The role will lead discussion and liaise with colleagues and system admins for other data systems using product data, including procurement, warehousing and inventory and finance, to resolve technical issues, identify process and system improvements and develop data reporting. Where future enhancements are needed to the supply chain product and learning system co-ordinator will take the lead in initiating these activities and liaising with stakeholders in IT, and other projects across the organization. 


	SCOPE OF ROLE: 

Reports to: Global Head of Supply Chain Planning and Capability

Staff reporting to this post: 
· 2x Item Master system administrators  
· Through a matrix team structure, lead colleagues to deliver system enhancements through both onshore and offshore resources including vendors.
 
Budget Responsibilities: No direct budget holding responsibilities.

Role Dimensions: 
The post holder will:
· Co-ordinate the maintenance and continuous improvement of the SCI Product System (Item Master) and the Supply chain learning hub (LMS) and support the maintenance and continuous improvement of the inventory management system (TIM)
· work in close collaboration with Save the Children International and Save the Children Member Supply Chain and technical specialists. 
· work closely with the central and Regional Supply Chain Management teams and with Supply Chain teams in Country Offices. 
· have significant liaison and maintain strong collaboration with colleagues in other teams including IT, Finance, L&D and other project teams.

	KEY AREAS OF ACCOUNTABILITY: 
Systems Development / Support (IM / TIM) 
· Ensure maintenance and effective usage of the Item Master. Leading the system admin team in supporting end users, driving data quality and accuracy.
· Responsible for the Governance of the Item Master, ensuring data attributes and system design reflect business needs and integrity of processes to capture, store and process data.
· Lead product requirement gathering for IM and support product requirement gathering for TIM by collaborating with key stakeholders in geographically disperse locations to collate, maintain and embed key data and functionality in the systems.
· Act as the gate keeper of change requests to the Item Master and TIM in collaboration with IT for prioritisation and decision making on how requests are handled.
· Define clear and concise acceptance criteria for user stories to ensure the development team understands the requirements.
· Lead user testing for new features before release to production
· Co-ordinate team resources to ensure efficient validation and loading item data into the system, including but not limited to supplier catalogue items, maximising product data quality and integrity.
· Proactively engage with other functions on Supply Chain product data, to ensure consistency and quality of data held in Supply Chain systems, to support timely and efficient reporting and reliable data to facilitate decision making. 
· Act as the main point of contact for the Item Master system to identify, gather, assess, recommend and implement areas for continuous improvement in system, data collection and validation processes, tools, templates and procedures. This may include linking with other functional teams, where improvement in their processes can improve quality and integrity of data in Supply Chain systems. 
· Ensure procedures, guidance, documentation and materials related to Item Master and Product processes are updated and shared with relevant stakeholders.
· Where necessary, lead on Product data integration implementations between the Item Master and other Save the Children systems, to maximise data quality and consistency across Save the Children and Supply Chain systems. 
· Champion the purpose and benefits of Item Master and TIM to end users and proactively identify training opportunities and liaise with other product owners to deliver this to countries/users.
· Keep stakeholders updated on the status of Product data and new Item Master functionality.
· Create and prioritise the product backlog based on business value and user needs.
· Continuously refine and adjust the product backlog based on customer feedback.

Systems Development and Support (LMS)
· Co-ordinate project to re-platform the Supply Chain Learning Hub from Kaya to the SCI LMS.  Ensuring data is cleaned and validated in the transition. 
· Maintain Supply Chain course data ensuring all platform link functionality.  Liaise with the LMS team to update/remove/add courses to the platform ensuring consistency in information provided and design/layout/reporting.
· Run and analyse monthly reports on training completion on all relevant platforms. 
· Support updates to the curriculum, guidance and competency framework.


	BEHAVIOURS (Values in Practice)
Accountability:
· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values
· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.
Ambition:
· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same
· widely shares their personal vision for Save the Children, engages and motivates others
· future orientated, thinks strategically and on a global scale.
Collaboration:
· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters
· values diversity, sees it as a source of competitive strength
· approachable, good listener, easy to talk to.
Creativity:
· develops and encourages new and innovative solutions
· willing to take disciplined risks.
Integrity:
· honest, encourages openness and transparency; demonstrates highest levels of integrity


	QUALIFICATIONS  
· Educated to degree level or equivalent work experience.
· Business Analysis qualifications / evidence of trainings completed.


	EXPERIENCE AND SKILLS

Essential
· Fast learner in systems environment
· Experience working with large data sets, ensuring quality, accuracy and relevance of data captured and processed. 
· A passion for quality data management, control and optimisation to support business processes. 
· Proven experience in the implementation of IT systems and with business requirements gathering and process/workflow analysis skills.
· Experience working with a standardised Business Analysis methodology and associated processes and tools. 
· Proactive problem identifier and solver
· A demonstrable ability to manage a complex and varied workload; to work effectively under pressure; and to organise and prioritise work to ensure departmental deadlines are met. 
· Excellent communication skills (written & oral English), including the ability to collaborate effectively with technical and non-technical teams. 
· Strong interpersonal skills, including the ability to negotiate/mediate; to facilitate the resolution of conflicting business requirements and work effectively with cross functional stakeholders from different teams.
· People Management experience.  
· Advanced MS Excel skills 
· Advanced analytical and problem-solving skills.
· Demonstrates a strong work ethic and able to take the initiative and ownership to deliver value to the business.
· Cultural awareness and experience of delivering solutions internationally.

Desirable
· Non-profit sector knowledge/experience. Particularly within Supply Chain.
· Experience in a range of business process and systems including Financial Systems (Agresso), HR Systems (Oracle HCM), Procurement (SAP Ariba), Planning and M&E, Awards/Grant Management systems, Advocacy and Supporter Database/CRM.
· Familiar with/previous experience working with the Scrum methodology.
· Experience using Confluence and JIRA systems.
· Experience using Power BI
· Interest in supply chain learning and development.
· Proficiency in a second core language of Save the Children (French, Spanish, or Arabic).
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	Additional job responsibilities
The duties and responsibilities as set out above are not exhaustive and the role holder may be required to carry out additional duties within reasonableness of their level of skills and experience.

	Equal Opportunities 
The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:
We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:
The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy.

	Health and Safety
The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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