	Job Description / Specification

	Job Title:
	Material Data Coordinator

	Reporting to:
	Custom / Variants Manager

	Department:
	Technical Services

	

	Organisation Structure

	


	Purpose of the Position

	The purpose of the Material Data Coordinator role is to ensure the accurate creation, maintenance, and integrity of Bills of Materials (BOMs) within ERP systems, supporting efficient production, purchasing, and engineering processes through high-quality data management and cross-functional collaboration.
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	Key Responsibilities

	1.

	Accurately enter and update BOM data in ERP systems based on design drawings and specifications.

	2.
	Ensuring all changes to BOMs are documented and communicated effectively.

	3.
	Performing regular audits (buddy checks) to identify and correct discrepancies in BOM data

	4.
	Striving to optimize workflow Efficiency and reduce waste through effective data analysis

	5.
	Ensure adherence to established processes and standards, while constructively challenging them to drive continuous improvement.

	6.

	Collaborate with internal departments post order, purchasing, laboratory, and production engineering teams etc. to facilitate material creation.

	7.

	Continuously seek ways to improve data management processes, efficiencies and materials usage.

	8.

	This list covers main duties but is not exhaustive, you may be asked to carry out other duties in any of the manufacturing areas dependent on requirements of the business



	Specific Skill Requirements

	
	Essential
	Desirable

	





Education
/ Technical Skills
	· Strong data skills, with the ability to accurately collect, analyse, interpret, and maintain complex information to support informed decision‑making
· High level of accuracy and attention to detail, ensuring information, data, and outputs are consistently precise, reliable, and compliant with required standards.
· Ability to problem solve, working methodically to identify root cause and suggest / implement corrective actions.
· Clear communication skills, capable of explaining technical or data-related issues to non‑technical stakeholders
· Ability to work collaboratively across diverse teams and functions, engaging a broad range of stakeholders to achieve shared outcomes.
· Strong Competence in Excel (e.g. pivot tables, Power BI, data validation techniques)
· GCSEs (Grade C / 4 & above) in at least 5 subjects, including Maths and English
	· ERP (Enterprise Resource Planning) system experience (e.g. SAP, Oracle, Microsoft Dynamics), with hands-on experience maintaining material master data and BOMs
· Understanding of production planning, MRP (Manufacturing Resource Planning), and supply chain dependencies  
· Understanding of change management processes, including ECRs (Engineering Change Requests) and data governance.
· Experience supporting continuous improvement initiatives related to data integrity, system efficiency, or process simplification.
· Proven experience managing BOMs (Bills of Materials), including structure, revision control, and lifecycle management.
· Familiarity with PLM (Product Lifecycle Management) systems and integration between PLM and ERP

	






Behaviors
	Curious Creators
· Builds awareness and understanding of other functions and the wider business.  
· Suggests better ways of working and proposes improvements.   
· Communicates in a clear, timely, genuine and concise manner.  
· Is open minded and willing to try out new approaches and solutions.  
· Can adapt to the changing environments with passion and enthusiasm.  

Committed Together
· Develops strong, positive working relationships within the team.
· Offers support to colleagues, recognising when help is needed and responding appropriately.
· Demonstrates a genuine interest in understanding customer needs and expectations.
· Encourages open dialogue by actively listening and engaging in two-way communication.
· Raises issues promptly and communicates them clearly to ensure timely resolution.

Aim Higher
· Maintains a positive, proactive, and solutions-focused attitude.
· Takes pride in delivering high-quality work and maintaining strong standards.
· Engages confidently and effectively with colleagues across the team.
· Openly shares ideas and expertise within their area of knowledge.

	Written By:
	John Earley / Paul Dockerty 
	Date: April 2026




Custom / Variants Manager


Material Data Coordinator
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