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	Job Title:
	GFE Co-Ordinator 
	Job Holder:
	

	Division:
	Operations
	Grade:
	SG3

	Discipline Area: 
	Materials Planning & Control
	Last Updated:
	22/04/2026


	Job Purpose:  

	To co-ordinate and control the management of Government Furnished Equipment (GFE) held on behalf of the MoD in support of SEA various contracts.
Take ownership of the end-to-end processes for the control of GFE, whilst ensuring full compliance with all MoD requirements for managing GFE in industry, as set out in the latest standards document.


	Responsibilities:  

	· Co-Ordinate the timely & accurate management of GFE stocks, in full compliance with MOD requirements; ensuring processes are followed, non-compliance is identified & corrected promptly.
· Controlling & maintaining master data, transactional records & documents to ensure the accurate generation of MOD stock reports and certificates.

· Co-ordinate quarterly and annual stock counts, carrying out periodic auditing and stock checks to comply with the MOD’s reporting cycle.


	Key Result Areas:

	GFE Stock Control
· Ensure Stock Control systems are up to date and accurate. Checking / auditing master data and stock records; identifying, investigating, and correcting all discrepancies.
· Subject Mater Expert (SME) for all GFE Stock Control processes training and supporting team members and other stakeholders as required. This includes being the Super-User for the computer-based Stock Control system.

· Compile and validate stock reports for the MoD in line with their reporting cycle.
· Maintain Master Data on the computer-based Stock Control system to support the process.
· Conduct cyclic stock counts.

· Co-ordinate and control the Quarterly and Annual Stock Checking process.
· Co-Ordinate periodic audits of GFE held in areas beyond the Stores, including Reference Sites, Sub-Contractors, Production Areas, and individuals such as our In-Service Support Engineers (ISSEs).


	General Stores support
· As GFE activity does not run at a constant level, this role will support with SEA cycle counting during quiet periods and will be supported by Stores personnel during peaks.

This may also extend to more general Stock Control activities.

	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:
· Numerate & methodical with great attention to detail, whilst working to deadlines. 
· Detailed understanding of stock control processes.

· Problem solver, with ability to dig deep into inventory records to find and correct issues.

· Understanding of MOD requirements in the control of GFE in industry would be desirable.
· Experience of various manual & computerised stock control systems.
· Confident with Excel, as well as control reports and transaction audit reports.
· 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 SEA nominated Ministry Stores Controller


	Job Location The job will be at 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: _______________
 


F0076 issue 5
 
Page 2  

