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Job Description – Contracts Coordinator 
About Ringlink Scotland 
This varied and challenging position will see you working for Scotland's largest rural business ring. Established in 1988 with a client base of over 4,000 members and with a turnover exceeding £100 million, our model provides a cost-effective platform for efficient member to member trading.
The co-operative business has seen significant growth, progressing from a company focusing entirely on agriculture into a diverse business which now includes haulage, construction, utilities, training and forestry together with a variety of other business activities.
The business’s ethos is one of transparency and we embrace the core values of: Integrity, Teamwork; providing high levels of Customer Service along with a 'Can Do' spirit for our membership.
The job
As a Contracts Coordinator, you will work with both agricultural and non-agricultural businesses, facilitating the purchase, sale, and distribution of agricultural products and services. You will play a key role in delivering excellent service, providing expert advice, and supporting our members to meet their business needs.
You will collaborate closely with colleagues across our offices, contributing to a team-focused environment and providing support where required.
Key responsibilities will include: 
· Facilitate the purchase, sale and distribution of agricultural inputs and outputs
· Negotiate the best prices and deals for members
· Monitor markets daily, identifying opportunities and risks
· Arrange haulage for a variety of goods and commodities
· Build and maintain strong relationships with suppliers
· Identify and secure new sources of Labour demand and provision
· Assist with the hire of machinery services between members for both agricultural and non-agricultural businesses.
· Respond to members requests by telephone, email and face-to-face 
· Administration duties will include accurately recording enquiries and processing bookings on our bespoke Ringdata IT system
· Build strong relationships with members, assisting with membership management, to ensure member satisfaction whilst increasing engagement and sourcing new members for the co-operative
· Provide support to members and colleagues during key business times, adopting a flexible approach to working hours ensuring a consistent level of service
· Identify areas for improvement to boost company effectiveness
· Ensure compliance with company’s policies and operational guidelines including but not limited to Health & Safety requirements and Equal Opportunities.


Person Specification
Essential Skills and Experience
· Strong communication skills with the ability to build and maintain effective working relationships 
· Commercial awareness with confident negotiation skills 
· Self-motivated, resourceful, and confident in managing responsibilities independently 
· Excellent organisational skills with the ability to prioritise workload and manage time effectively 
· Previous experience in customer service/sales
· Adaptable and flexible approach to work 
· Comfortable using IT systems, including Microsoft Office, with the ability to quickly learn new software and tools
· Full UK driving licence and access to own transport 
· An interest in or understanding of the agricultural sector
Desirable Skills and Experience
· Previous experience in agricultural trading or farm sales (e.g. fertiliser, grain, forage/fodder) 
· Experience working with or trading directly with farmers, with a proven ability to develop trusted relationships 
Personal Attributes
· Enthusiastic and proactive, with a positive “can-do” attitude 
· Approachable and personable, with strong interpersonal skills 
· A collaborative team player who can also work independently
Location: Cupar. Mainly office based but will be required to carry out site visits periodically.
Job Type: Full time, Permanent
Benefits: Competitive salary, enhanced company pension contributions, life assurance, private medical insurance, Employee Assistance Programme, 28 days holiday with incremental increases up to 32 days and paid birthday day off.
To apply: Send your CV and covering letter to hr@ringlinkscotland.co.uk 
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