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Position Description

	Position Title: 
	Master Data Administrator – Non-GS1 Suppliers
	Function/Division
	Finance
	Date:
	Dec 2021

	Position Reports To:
	Supply Chain & Procurement Manager
	Section 2. Position Dimensions

	Primary Function (Why this role exists):
	· Maintain the SCHL Item Master and Supplier Catalogue for non-GS1 suppliers.
· Act as primary focal point for all purchasing user queries.
· Maintain contract pricing within TechnologyOne.
· Identify improvements in area of responsibility.
· Ensure existing systems are efficient and effective.
	Key Relationships - Internal
	Key Relationships - External

	
	
	· Hospital Procurement Teams
	· Suppliers

	
	
	· Supply Chain & Procurement Team
	· GS1 NZ 

	
	
	· National Support Office Staff Members
· National Support Office Finance Team
	

	
	
	
	

	Section 1. Decision Rights
	Capability Level
	This role operates at:
Leading Self
Leading Others
Leading Leaders
Leading the Organisation

	Owns
	· 
	
	

	Key Collaborations and Networks
	· National Support Office Supply Chain & Procurement Team
· National Support Office Finance Team
· Group Hospitals Procurement Teams
· GS1 NZ
	Position Impact
	Number of direct reports:
	0

	
	
	
	Number of indirect reports:
	0

	
	
	
	Annual $ Value of Sales/Revenue
	$0.00

	
	
	
	Annual $ Value of CAPEX/ OPEX or ASSETS
	$0.00

	
	
	
	Other Key dimensions
	

	Section 3. Health, Safety and Wellbeing

	· All employees are responsible for complying with health and safety policies and procedures
· You are responsible for your own health and safety while at work and ensuring that your actions or inactions do not put others at risk
· You will identify report and self-manage hazards where appropriate
· Ensure that you complete early and accurate reporting of incidents at work.  Have a knowledge and understanding of health and safety legislation, policies, standards and procedures

	Section 4. Areas of Accountability:


	Area of Accountability
	Key Responsibilities


	Purchasing Catalogue
	· Maintain the SCHL Item Master and Supplier Catalogue by:
-Adding and processing new items, removing obsolete items and processing transactions as requested by the suppliers and Hospitals
-Identify errors in the Item Master and Supplier Catalogue and subsidiary catalogues and collaborate with the Supply Chain & Procurement Team to correct these errors
· Ensure timely and accurate system updates are performed and all interfaces are operating effectively

	Pricing and Data
	· Update and maintain the pricing model for non-GS1 suppliers as requested by the Hospitals
· Run periodic reports to review data accuracy and ensure up to date item pricing
· Analyse pricing proposals from suppliers and work with the Supply Chain & Procurement Team to maintain accurate pricing data
· Communicate with non-GS1 Suppliers to ensure a proactive approach to maintain accurate item data in TechnologyOne

	Reporting/System Updates 
	·  Publish periodic reports highlighting improvements in master data quality.
· Co-ordinate system updates with suppliers and logistics providers

	Customer Service
	· Ensures that Hospitals receive timely and effective support with regards to requests concerning the Item Master and Supplier Catalogue
· Liaise with internal customers and provide effective customer service
· Establish lines of communication within the Southern Cross  Group to resolve product setup issues

	Analysis
	· Identifies problems and/or opportunities around group spend and support 
· Develop appropriate supplier item data analysis reports as needed
· Identify opportunities to improve value and leverage expenditure, through data analysis and management of current supply contracts

	Relationships 
	· Develop professional working relationships with the supplier base which have mutual benefits and advantages
· Foster open and honest communication to gain the trust and respect of both internal and external customers
· Build team spirit by promoting co-operation and empowering others
· Always demonstrate sound business practices, personal ethics and maintains a high standard of professionalism at all times

	Safety, Quality and Risk Management
	· Work within the Southern Cross Healthcare’s Policies and Guidelines
· Take responsibility for personal compliance with health and safety policies and procedures, ensures own actions do not put others at risk

	Business Acumen
	· Effectively role model Southern Cross Healthcare’s values
· Optimise the efficiency and economy of services and ensures assets are protected and costs are managed
· Support a strong and positive image of Southern Cross Healthcare within the local community and with key internal and external stakeholders

	Section 5. Education, Knowledge and Skill Requirements:

	Experience required
	Formal education & training

	Essential:
· Master Data Management skills
· Ability to work well within teams
· Excellent problem solving skills
· Knowledge of data management systems to an intermediate level
· Good analytical skills

Desirable:
· Healthcare industry experience
· Knowledge of GS1 & and exposure to barcoding
	Essential:
· At least 4 years relevant previous work experience
· Excellent English language skills both written and verbal
· Knowledge and management of computer systems, Excel spread sheets and database maintenance to an intermediate level

Desirable:
· Knowledge and experience of TechnologyOne

	Section 6. Personal requirements to meet position objectives:

	· Values orientated
· Attention to detail
· Excellent interpersonal and communication skills
· Proactive positive attitude
· Consistency and determination in working towards goals
· Adaptability and flexibility
· Self-motivated
	




	Section 7. Key leadership Behaviours: Leading self

	· Establish credibility
· Deliver results
· Do whatever it takes
	· Interpersonal savvy
· Embrace flexibility
· Be self-aware
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