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	[bookmark: _Hlk5284627]Role Title:
	Store Ordering Co-ordinator   
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	To receive and process orders for food and non-food items from Domino’s Pizza & its franchised Stores accurately and in a timely manner in line with Domino’s Pizza standards and procedures, whilst providing exceptional customer service to our customers, stores and Franchisees. 
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	· To accurately enter and process all order information onto the inhouse DOMCOM system and D365 ERP system, ensuring daily processing deadlines are met. 
· To extract, collate and process daily store dough demand figures.  To provide volume data to the Warehouse and Production Teams across the four SCC’s. 
· Identify stores that have failed to place their scheduled food order, investigate the root cause of failure and take the appropriate action as necessary. To manually raise a proxy order accordingly, based on historic volumes for the specific stores, to ensure they receive their food deliveries and remain open and operational. 
· To be the first point of contact for stores requiring an emergency delivery of food products. To rapidly process the order on Domino’s systems, liaising with SCC Warehouse and Transport teams to arrange delivery and provide regular and timely updates to the store in order to retain products on their menu. 
· Receive and handle telephone calls and emails from stores and Franchisees in relation to orders and deliveries from our Supply Chain Centers, (SCC’s), to answer queries in a timely manner demonstrating exceptional customer service. 
· To process and investigate c. 30,000 inbound emails per month, categorizing them and responding/ escalating/ redirecting accordingly to facilitate a swift resolution.  
· To process store claims for short deliveries, liaising with the SCC warehouse and transport teams to investigate all claims and obtain evidence of delivery or shortage. To update stores and Franchisees on the progress/resolution of the claim and process any re-delivery of stock, or, financial credits back to the relevant stores / Franchisee.
· Responsible for the collation of data across various sources to enable the updating and publication of daily, weekly and monthly management reports, for the SCC leadership team and UKLT
· To work collaboratively with the Innovation and Inventory teams to ensure all new product trials and launches are successful, through the accurate, timely manipulation of the DOMCOM and AX2012/D365 ERP systems. Ensuring the correct trial stores have access to developmental products by making them available to stores ordering systems, or, correctly setting up automatic substitutions.
· To process store submissions via the Food Early Warning System, (FEWS), Portal.  Investigate all claims through the  gathering of evidence  from stores, SCC’s and Supplier Assurance Team, and successfully close all claims within the agreed company timelines.
· Comply with all legal and Company policies and procedures regarding health and safety to ensure you work in a manner that keeps you and your colleagues safe.
· Comply with all applicable UK and Ireland Data Protection and ePrivacy legislation and report non-compliances where identified to the Data Protection team
· Responsible for actively participating in Domino’s performance development process to ensure knowledge and skills remain current and relevant for role.
The main areas of responsibility are not intended to be exhaustive but gives a general indication of the tasks involved. It is the nature of the Company that tasks and responsibilities are in many circumstances, unpredictable and varied. All colleagues are therefore, expected to work in a flexible way when the occasion arises and acknowledge that tasks not specifically covered in their role profile are not excluded.
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	· Point of contact for food/non-food orders from stores, to communicate to internal stakeholders on a daily basis 
· Accurately upload all order information to tight deadlines 
· Ensure a customer focus with high levels of service, making quick decisions. 
· Understand and action store complaints appropriately, notify any trends and to close out. 
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	· Experience within a customer focused role understanding implications of service levels 
· Demonstrate good attention to detail working with a high level of accuracy 
· Intermediate level knowledge of Microsoft Excel as a minimum. 
· Ability to work on own initiative, to problem solve and make quick decisions
· Able to work collaboratively with all areas of the business building good internal relationships
· Flexible approach required to work rotating shifts, between 7am-5pm (6am bank hol/ weekend if required), 7 days a week.
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