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JOB 
TITLE :
 
 Sales and 

Marketing Assistant  
 
JOB TITLE:   SOURCING COORDINATOR    
DEPARTMENT:  SOURCING  
LOCATION:   DARTFORD, UK 
  
 
Mission Produce is a global leader in the worldwide avocado business, with additional offerings 
in mangos. Since 1983, we have invested in people, state-of-the-art technology, and avocado-
specific and ripening infrastructure to expertly serve our customers, growers, and partners in 
over 25 countries. We own and operate four packing facilities in multiple global locations 
including California, Mexico, and Peru. Our global distribution network includes 12 forward 
distribution centers in North America, China, and Europe, which promote company expansion 
into new territories and categories. Throughout our history, we have remained rooted in 
honesty, respect, and loyalty to provide a year-round supply of high-quality fruit from field to 
fork. 
 
JOB SUMMARY 
Under general supervision, the Sourcing Coordinator will support the Mission Produce sourcing 
department overseeing fruit inventory, volume requirements, and logistics, as well as 
coordinating and managing the process from farm to customer. 
 
 ESSENTIAL DUTIES & RESPONSIBILITIES 

• Assist the department with all inbound shipments.  
• Verify and add purchase orders in the system (Microsoft Dynamics 365). 
• Logistics inbound container managing documentation, transportation, and 

customs clearance. 
• Work in conjunction with the sales, supply chain and operational teams to 

ensure all sales volumes are supplied and pre-planned accounting for any 
external factors such as vessel changes. 

• Assist in the development and administration of inventory management 
strategies, policies and practices that assure protection of corporate inventory 
assets and the integrity of corporate inventory records. 

• Proactively communicate daily and weekly product needs according to fruit size, 
pack, grade, label requirements, country of origin, volume changes and any 
potential changes. 
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• Review, manage, understand, and report on the supply chain of goods including 
vessel tracking and any other transit challenges the company may be facing. 

• Develop and implement cross functional process links. 
• Develop and implement best practice Standard Operating Procedures (SOP’s) for 

Supply Chain & sales functions. 
• Develop new and existing relationships with customers. 

 
 
 

MINIMUM QUALIFICATIONS & REQUIREMENTS 
 A minimum of 5 years of prior work experience in supply chain/or Inventory, 

preferably in a perishable industry. 
 Experience using Microsoft Dynamics 365 would be beneficial. 
 Highly proficient in Microsoft Office applications, particularly Excel, with the ability to 

troubleshoot issues, develop new and adapt existing spreadsheets. 
 Excellent ability to analyse data timely, efficiently, effectively, and multi-task projects 

/ assignments simultaneously. 
 Above average ability to independently evaluate trends, explore areas for 

improvement and provide practical solutions. 
 Strong organisational skills and a good eye for detail. Ability to stay focused on 

prioritised tasks, while handling emergency situations during times of high stress or 
heavy workload.   

 Balance team and individual responsibilities for group efficiencies.  
 Must demonstrate accuracy, thoroughness, and commitment to complete tasks 

correctly the first time. 
 Customer service-driven. 
 

 

 


