21030 MATERIAL COORDINATOR 
The Material Coordinator coordinates and expedites flow of material, parts, and assemblies within or between departments in accordance with production and shipping schedules or department supervisors' priorities. In this job, the Material Coordinator reviews production schedules and confers with department supervisors to determine material required or overdue and to locate material, requisitions material and establishes delivery sequences to departments according to job order priorities and anticipated availability of material; arranges for in-plant transfer of materials to meet production schedules, and with department supervisors for repair and assembly of material and its transportation to various departments, and examines material delivered to production departments to verify if type specified. 
This Worker may monitor and control movement of material and parts along conveyor system, using remote-control panel board, compute amount of material needed for specific job orders, applying knowledge of product and manufacturing processes and using adding machine; compile report of quantity and type of material on hand, move or transport material from one department to another, using hand or industrial truck; may compile perpetual production records in order to locate material in process of production, using manual or computerized system, and maintain employee records.

Clarification of Duties on the NGEN Contract (duties that fall into this category that are not clearly outlined by the DOL as APPROVED by DOL, Legal and HR):																				
-          Computer Work.																				
While not the main function of a Material Coordinator, a good portion of the tasks a Coordinator will complete, involve computer work. These duties may include:																				
o    Receiving of shipments into WMS after physical verification of inbound shipments (For NGEN Operations this is part of unloading a Shipment).																				
o    Preparing shipping documentation after physical verification of outbound shipments (For NGEN Operations this is part of loading a shipment).																				
o    May send emails and reports in relation to shipments and tracking information as needed, including inventory reports. 																				
o    May send emails and reports in relation to employees that may be assigned to their areas of operations. This may include timesheets, requests for leave, safety reports, etc.																				
o    May Use Microsoft Office (Or equivalent software applications) to review, modify, distribute and complete reports and schedules as needed.  																				
o    May assist manager in enterprise related reports and corresponding emails as needed.																				
o    Relay direction to employees VIA email. 																				
o    Complete Inventory Research at the request of the KBRWyle Manager. 																				
o    Complete all required DELTEK operations (Time and expense recording) in accordance to all KBRWyle policies and procedures. 																				
o    Complete all Learning Management System (LMS) requirements as set by KBRWyle 																				
o    Complete all Computer guided orientation as required on the NGEN contract (Active shooter training, PII training, ETC).																				
o    Perform any other Manager assigned computer work in relation to the NGEN contract.																				
-          Warehouse Work. 																				
The Material Coordinator is a primary part of the normal warehouse team and as such will adhere to all safety and security policies for warehouse operations and assist in warehouse activities as needed including:																				
	        o    Material Coordinators report directly to either their assigned KBRWyle Material Coordinator or KBRWyle Manager.  KBRWyle employees DO NOT report directly to/nor take direction from the customer. As such, before performing any duties assigned to them by the customer or anyone other than their KBRWyle Manager, they will get clarification and confirmation accordingly. 																			
																				
o    Maintain warehouse cleanliness and organization.																				
o    Perform Physical and Systematic Inventory of the customer’s equipment as needed. 																				
o    Provide direction and guidance to team members accordingly.																				
o    Ensure all team members assigned to their project/area/team, are compliant with job requirements, KBRWyle safety and security policies.  																				
o    Reports any problems, concerns , ideas and questions to the KBRWyle Manager for direction, clarification or resolution. 																				
o    May bill as the Warehouse Manager in DELTEK for their location in the event the manager is out of the office (this is for billing purposes only and does not change the responsibilities of the employee).																				
o    Pull Equipment from inventory, preparing it for shipment as needed (both local shipments VIA KBRWyle trucks, and other shipments using customer approved venders). 																				
	         o    Place equipment in assigned areas, locations, bins, shelves, racks, etc as directed by Material Coordinator or Manager also Transfer of equipment between locations (and/or Buildings if required) forklifts, powered handcarts, hand trucks, dollies, etc. 																			
																				
o    Use Forklift to move equipment as needed/assigned, by KBRWyle Manager																				
o    Perform any other Manager assigned duties in relation to the warehouse operations on NGEN.																				
Requirements as per the SOW provided by the Customer and/or KBRWyle (If at any time the status of the employee fails to meet one or more of these requirements, you are required to immediately report it to your KBRWyle Manager):																				
·         Background Check free of felony convictions 																				
·         Valid Forklift Operator Certification (Testing, certification and license will be provided by KBRWyle should employee not have one already.  Please notify your manager should you need this requirement)																				
·         Specific working area or team the Material Coordinator is assigned to may require a DoD clearance be maintained.  (Please ensure you ask your KBRWyle manager if this is required for your work assignment.) 																				
·         Specific working area or team the Material Coordinator is assigned to may require an Authorized courier certificate be maintained.  (Please ensure you ask your KBRWyle manager if this is required for your work assignment). 																				
REMOTE Material Coordinator Team Members (Duties and requirements listed in the body of this document remain the same, with the following added):																				
·         Must be able to receive and maintain a Corporate Credit Card 																				
[bookmark: _GoBack]·      Must be able to Travel both CONUS and OCONUS following all KBRWyle Travel Guidelines 																				
