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Workdry International
POSITION DESCRIPTION: Production Planner


LOCATION:			Stafford (Hixon)
POSITION PURPOSE:	To ensure accurate planning and control of materials and production activities by maintaining job readiness, kit completeness, and shortage visibility. This role acts as the operational link between supply chain and production, enabling efficiency and scalability. The expectation from the role is that its cross trained and each team member can cover holidays and absence effectively through training and SOPs.

RESPONSIBLE TO: 	Supply Chain Manager
RESPONSIBLE FOR:	No direct reports

REGULAR CONTACTS:	External	Suppliers

Internal	Supply Chain Manager
		Production Manager
		Finance
		Site Operations Manager
		Regional Operations Manager

MAIN RESPONSIBILITIES:
· Create and close jobs in JADE ERP system.
· Maintain and update BOM/kit lists (Excel-led, system-fed).
· Generate shortage reports by job, part number, and supplier.
· Build, update and maintain manual production plans in collaboration with Team Leaders.
· Provide early visibility of long-lead items using data insights.
· Create and maintain a rolling refurbishment production plan aligned to agreed priorities
· Sequence jobs based on material availability, capacity assumptions, and business direction
· Communicate within the team and with key stakeholders for awareness of workflow
· Prioritise and manage workload as trained 
· Maintain clear job statuses (unfirm, firm, released) to support production visibility
· Escalate planning and material risks to the supply chain manager
· Support continuous development of new processes in a changing environment
Stock availability and materials control
· Monitor stock availability against planned and released jobs
· Identify material shortages by part number, job number, and supplier
· Highlight long-lead items and material risks early
· Confirm kit readiness prior to job release
The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.

QUALIFICATIONS & EXPERIENCE:
· Minimum 2 years in production planning or materials control, ideally within manufacturing
· Proficiency in ERP systems (JADE preferred) and Intermediate Excel.
· Understanding of BOM structures and inventory management.
· Analytical Mindset: Data interpretation, shortage analysis, planning.
· Organisational: Prioritisation, workflow coordination.
· Able to document processes and implement changes, challenging the norm constructively
· Desirable: Diploma or Degree in Supply chain Management, Operational Management or relatable Engineering/Manufacturing field
· Strong communication and collaboration; bridging supply and production and translating needs of both
· Problem-solving under pressure with creative, solution-based thinking
· Attention to detail and accuracy, adapting work style for quality over quantity when needed
· Pick up new and undocumented process quickly and be able to lead by example
· Always work with safety in mind and be conscious of site SHEQ guidance and role model behaviour
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