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	Job Title:
	Planning Administrator
	Job Holder:
	

	Division:
	Operations
	Grade:
	SG2

	Discipline Area: 
	Functional 
	Last Updated:
	23/06/2026



	Job Purpose:  

	The Planning Administrator is responsible for providing accurate and timely administrative support to the Production Fulfilment Planning team. The role ensures the integrity of ERP data through the accurate loading and maintenance of customer sales orders, planning transactions, BOMs, and routings, while producing operational reports and coordinating planning activities that enable the efficient execution of production plans and support the achievement of customer delivery commitments.

	Key Responsibilities:  

	
· Provide administrative support to the Production Fulfilment Planning team, ensuring planning activities are executed efficiently and accurately.

· Process and load customer sales orders into the ERP system, ensuring all order information, configurations, delivery dates, and customer requirements are accurately entered and validated.

· Maintain accurate production planning data within ERP and associated business systems, supporting schedule integrity and effective decision-making.

· Create, update, and manage planned orders, production reports, and planning documentation in line with established procedures.

· Monitor and maintain Bills of Materials (BOMs), routings, and item master data, ensuring information remains accurate and up to date.

· Support material and production planning activities by generating reports, tracking shortages, and highlighting potential issues to planners.

· Coordinate with Sales, Production, Supply Chain, Stores, and Kitting teams to ensure planning information is communicated effectively and actions are completed on time.

· Assist with demand loading, order release activities, and transaction processing to support On-Time In-Full (OTIF) delivery performance.

· Produce regular planning, capacity, and inventory reports, providing timely and accurate information to support operational reviews.

· Ensure all planning-related records, documentation, and system transactions comply with company processes, quality standards, and audit requirements.

	

	

	Values:
· Safety First – We operate safely and responsibly, protecting each other and the environment.
· One SEA Team – We are in this together.  One team, working ethically, respectfully & professionally.  We take responsibility and challenge each other constructively
· People Focussed – We all contribute to making our culture one that is supportive and empowering; where everyone can grow and develop, feel valued and rewarded.  We prioritise a healthy work-life balance
· Delivery Excellence – We exceed our commitments by delivering timely, quality outputs whether that’s for each other or our clients and partners.  We are always looking for ways to innovate and continuously improve
· Trusted Partners - We partner strategically, collaboratively and always with integrity, whether that is between us inside SEA or externally


	Training & Personal Requirements / Experience:
· Experience using an ERP/MRP system in a manufacturing or supply chain environment.
· Strong interpersonal and communication skills
· A team player who can work autonomously, methodical and accurate with attention to detail and still hit deadlines.
· Understanding of data entry, document control, and administrative processes.
· Competent user of Microsoft Office applications, particularly Excel, Outlook, and Word.
· Flexible and able to add value in a business where change and continuous improvement are the norm.


	

	Reporting Line
The jobholder will report to the Head of Materials & Planning 




	Job Location The job will be located in the Barnstaple Office

	Job Holder Declaration:
I accept the purpose and key result areas of my role with SEA are as outlined above.


Signature:__________________________________________  Date: _______________
 

	Line Manager Declaration:
I confirm that the purpose and key result areas of this role are as outlined above have been agreed with me as line manager.


Signature:__________________________________________  Date: _______________
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