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Procurement Coordinator / Administrator 
Location: Witney, Oxfordshire 
Department: Procurement / Operations 
Reporting to: Procurement & Stores Manager 

About Nitron Racing 

Nitron Racing is a world-renowned manufacturer of high-performance suspension 
systems for motorsport, automotive, motorcycle and specialist vehicle 
applications. 

Our products are engineered, tested and manufactured to perform at the highest level. 
As we continue to grow, we are looking for an experienced, highly organised and 
proactive Procurement Administrator / Coordinator to join our team and take 
ownership of our day-to-day procurement and global sourcing activities. 

The Role 

The Procurement Administrator / Coordinator will be responsible for coordinating and 
controlling the day-to-day procurement of components, materials and services 
required to support production. 

Working closely with Production, Engineering, Stores and Operations, the role will 
ensure the right components are ordered, from the right suppliers, at the right price and 
delivered when required. 

A key focus will be maintaining a highly accurate and responsive MRP-driven 
purchasing process, ensuring minimal components remain outstanding for ordering 
and that accurate delivery ETAs are available for the vast majority of open purchase 
orders. 

The successful candidate will be very proactive, highly organised and target driven, 
taking ownership of outstanding purchasing requirements and supplier actions rather 
than waiting for issues to arise. 

The role will also support the development of Nitron's global sourcing strategy, 
including identifying new suppliers, obtaining competitive quotations, improving 
supplier lead times and developing supplier resilience. 

Key Priorities 

The successful candidate will have clear responsibility for driving improvements in the 
following areas: 

1. MRP Purchasing Control 

• Maintain tight control of outstanding MRP purchasing requirements. 



Page 2 of 7 
 

• Ensure minimal components remain outstanding to be ordered at any one 
time. 

• Review MRP requirements regularly and proactively identify purchasing actions. 

• Work towards agreed departmental targets for outstanding purchasing 
requirements. 

• Ensure purchasing information, supplier pricing and lead times are accurately 
maintained within the MRP system. 

• Identify discrepancies or issues within MRP data and work with the relevant 
teams to resolve them. 

• Progressively reduce reliance on manual purchasing systems and move towards 
a more automated MRP-driven process. 

2. Delivery & Supplier Performance 

• Ensure delivery ETAs are available for >95% of ordered components. 

• Proactively chase suppliers for outstanding or unclear delivery dates. 

• Maintain accurate and up-to-date delivery information within the relevant 
systems and trackers. 

• Continually challenge suppliers to improve lead times and bring deliveries 
forward where required. 

• Identify potential supply issues before they impact production. 

• Escalate delayed or at-risk orders promptly. 

• Work closely with Production to prioritise urgent requirements and minimise 
production disruption. 

3. Global Sourcing & Supplier Development 

• Source new suppliers to improve quality, cost, lead time and supply 
resilience. 

• Obtain and compare quotations from multiple suppliers. 

• Develop alternative sources for key components wherever commercially and 
technically appropriate. 

• Target a minimum of three capable suppliers for key components where 
practical. 

• Build strong, professional and productive relationships with suppliers globally. 
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• Negotiate pricing, lead times, MOQ and other commercial requirements. 

• Work with suppliers to establish fixed or agreed pricing for periods of 6 months 
or more, where appropriate. 

• Identify opportunities to improve procurement through supplier consolidation, 
competitive sourcing and longer-term agreements. 

• Chinese language skills, particularly Mandarin, would be highly beneficial in 
supporting global sourcing and supplier relationships. 

Key Responsibilities 

MRP & Purchasing 

• Review MRP requirements and identify components requiring purchase. 

• Process and coordinate purchase requirements generated through the MRP 
system. 

• Obtain quotations for non-fixed-price components, particularly machine parts. 

• Break down MRP requirements into clear, supplier-specific quotation requests. 

• Arrange and manage purchase orders with approved suppliers. 

• Maintain accurate supplier pricing, lead times and purchasing information. 

• Monitor outstanding purchasing requirements and take ownership of progressing 
them to completion. 

• Help establish appropriate purchasing controls and sign-off procedures. 

• Identify opportunities to automate routine purchasing activity. 

Supplier Management 

• Request, obtain and evaluate supplier quotations. 

• Maintain a live quotation tracker, including follow-up and reminder dates. 

• Proactively chase outstanding quotations. 

• Place and manage purchase orders with suppliers. 

• Maintain strong supplier relationships and communicate regularly regarding 
price, specification, quantity, lead time and delivery. 

• Chase suppliers for delivery dates and ensure agreed ETAs are maintained. 

• Challenge suppliers where lead times can be improved. 

• Escalate late, delayed or problematic orders where they may impact production. 
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• Monitor supplier performance and highlight recurring issues. 

• Support the identification and development of new global suppliers. 

Production & Delivery Coordination 

• Maintain and regularly update production schedules with accurate supplier 
delivery ETAs. 

• Ensure Production and relevant departments have clear visibility of expected 
deliveries. 

• Monitor outstanding purchase orders and proactively identify potential 
shortages. 

• Prioritise purchasing activity according to production requirements. 

• Communicate changes to supplier delivery dates promptly. 

• Work with Production, Stores and Operations to minimise the risk of production 
stoppages caused by component shortages. 

Procurement Administration 

• Create and maintain purchase orders and associated supplier documentation. 

• Maintain accurate procurement trackers and records. 

• Monitor outstanding orders, quotations and supplier commitments. 

• Prepare regular updates on outstanding purchasing requirements and potential 
supply risks. 

• Maintain the foreign payment spreadsheet and provide information regarding 
upcoming supplier payments. 

• Highlight significant orders, due dates and payment requirements in advance. 

• Reduce unnecessary ad-hoc purchasing and credit-card purchases by 
implementing more controlled procurement processes. 

Process Improvement & MRP Development 

• Identify opportunities to simplify, standardise and automate procurement 
processes. 

• Work with Operations and relevant departments to improve MRP data accuracy. 

• Identify and eliminate duplicate or unnecessary ordering processes. 

• Support the removal of manual systems such as Kanban cards and live order 
spreadsheets as MRP accuracy improves. 
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• Work with suppliers to establish longer-term pricing and lead-time agreements. 

• Assist with developing supplier arrangements that enable more effective MRP 
automation. 

• Identify recurring procurement issues and implement practical improvements. 

• Help establish clear procurement procedures, controls and KPIs. 

Procurement KPIs 

The role will be target driven, with performance measured against clear procurement 
objectives, including: 

• Minimal outstanding components requiring ordering at any one time. 

• >95% of ordered components with a confirmed delivery ETA. 

• Continuous reduction in outstanding and overdue purchase orders. 

• Continuous improvement in supplier lead times. 

• Reduction in urgent and reactive purchasing. 

• Improved quotation turnaround and supplier response times. 

• Increased proportion of components purchased against agreed/fixed pricing. 

• Improved supplier delivery performance. 

• Development of alternative suppliers for key components. 

• Reduction in manual purchasing processes and duplicate order handling. 

• Increased automation through accurate MRP data. 

Skills & Experience 

Essential 

• Minimum 5 years' experience in a similar Procurement Coordinator, 
Procurement Administrator, Buyer or Purchasing role. 

• Proven experience managing day-to-day procurement and supplier 
relationships. 

• Highly organised, with excellent attention to detail. 

• Very proactive approach to managing purchasing requirements and supplier 
actions. 

• Target driven, with a strong focus on achieving measurable procurement KPIs. 
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• Ability to take ownership of outstanding actions and drive them through to 
completion. 

• Excellent communication and relationship-building skills. 

• Approachable and professional, with the ability to work effectively with 
colleagues across the business and external suppliers. 

• Ability to prioritise and manage a demanding workload under pressure. 

• Strong commercial awareness and confidence obtaining and comparing supplier 
quotations. 

• Proficient in Microsoft Excel. 

• Proficient in working with MRP/ERP systems. 

• Ability to analyse purchasing information, identify issues and take corrective 
action. 

Desirable 

• Experience working within a manufacturing or engineering environment. 

• Experience purchasing engineering components, machined parts or raw 
materials. 

• Experience with SAGE 50 or similar MRP/ERP systems. 

• SAP Business One experience would be highly advantageous. 

• Experience with global sourcing and overseas suppliers. 

• Experience developing new suppliers and alternative sources. 

• Chinese/Mandarin language skills. 

• Understanding of manufacturing processes and component specifications. 

• Experience negotiating supplier pricing, MOQ and lead times. 

• Experience improving or automating procurement processes. 

Personal Attributes 

We are looking for someone who is: 

• Very proactive – someone who takes action rather than waits to be asked. 

• Extremely organised – able to maintain control of a large number of purchasing 
requirements simultaneously. 

• Target driven – motivated by clear KPIs and measurable results. 
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• Approachable – a positive and easy person for colleagues and suppliers to work 
with. 

• Commercially minded – always looking for opportunities to improve price, 
quality, lead time and supply resilience. 

• Persistent – confident chasing suppliers and pushing for better outcomes. 

• Analytical and detail-oriented – able to spot discrepancies and potential 
supply problems. 

• Calm under pressure – able to prioritise effectively when production 
requirements change. 

• Process focused – naturally looks for ways to improve and automate the way 
things are done. 

• Accountable – takes ownership of procurement requirements from initial 
quotation through to delivery. 

What Success Looks Like 

The successful candidate will take increasing ownership of Nitron's procurement 
function, ensuring: 

Right part → Right supplier → Right price → Right quantity → Right time 

They will drive the procurement function away from reactive and manual purchasing 
towards a controlled, proactive and increasingly automated MRP-driven process. 

Most importantly, they will ensure that production has the components it needs, 
when it needs them, while continually improving supplier performance, reducing lead 
times and strengthening Nitron's global supply base. 

 


