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Job Description 
 

Job title: Administrator Department Sampling 

Level/Grade Operational Reports to: Office Manager 

Role Purpose: Why the role exists and its overall contribution to the organisation 

As a member of the administration team to provide the support necessary for the effective 
and successful day-to-day operations of the Sampling department.  
 
Main Purpose of Job: 

To administer the Sampling facility ensuring tight control on quotations, costings, 
suppliers, production and logistics. Whilst supplying on time quality products within 
budget and to customer complete satisfaction.  
 

Role Accountabilities: main areas for achieving delivery and results 
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Knowledge, Skills, Qualifications and Experience: 

 

Essential: 

 Previous experience in a similar role; 
 Highly organised with strong time management and able to work under pressure; 
 Good commercial understanding and knowledge of pricing and coting;  
 Knowledge of project management concepts and principles gained through practical 

experience; 
 Experience in a diverse and busy team environment; 
 Good communication with influencing skills and able to build working relationships; 

 

Desirable: 

 Good project coordinating experience, ideally in a manufacturing operation;  
 Motivated and like to take ownership of tasks and projects; 
 Great a paying attention to detail with a strong eye for detail;  
 Keen on developing existing skills as well as learning new ones. 

 
  


