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VACANCY



Position Description:		National Accounts Sales Support & Coordinator 
Reports to:			National Account Support Team Leader


National Account Mission
“Providing innovation and inspiration that strengthens all partnerships”

National Account Vision
“To provide the best foodservice experience in New Zealand”

National Account Strategy – key pillars
· Grow our Business
· Develop our people
· Retain our customers


Role purpose: The National Accounts Coordinator plays a vital role in supporting the National Accounts team by ensuring accurate pricing, clear communication with suppliers and branches, and dependable, customer‑focused service delivery. This role is responsible for maintaining high‑quality customer master data, managing pricing and stock requirements, and delivering accurate reporting that supports strong commercial decisions and enhances the customer experience.

Initial scope, project examples, and ongoing key responsibilities:


Key Responsibilities
Pricing & Customer Master Data Management
· Maintain customer master price files and system pricing, ensuring all pricing is accurate, current, and aligned with approved agreements.
· Support National Account Managers (NAMs) with national account group price changes including preparing customer pricing reports and implementing approved changes.
· Liaise with suppliers to negotiate pricing support for customers where required.
· Maintain system documentation to ensure all customer commitments are accurately reflected
· Maintain updated customer files and attributes in real time
Supplier, Branch & Customer Support
· Liaise with suppliers to support customer stock levels, rebate agreements, and product availability.
· Communicate with branches to provide additional service requirements, resolve issues, and respond to queries to support their customers.
· Ensure high levels of accuracy in all stock and pricing communication with branches and customers.
· Support the National Accounts team to ensure seamless and timely responses to customer needs.
· Use internal WIPs and customer activity communications to ensure all branches have the information they need.
· Maintain excellent relationships with customers, branches, and suppliers.
Reporting & Administration
· Prepare weekly, monthly, quarterly, and annual customer reporting requirements.
· Run ad‑hoc reports as required, including but not limited to:
· Stock cover, Ranging, Transaction viewer, CPG Spec (Pricing), National Stock Summary, OOS product report, Item master report, Order data viewer, SQL invoice report, OEC 2, Houdini sales
· Maintain excellent oversight of customer stock requirements, ensuring accurate stock levels while minimising obsolescence or loss.


Customer & Commercial Support
· Maintain a strong understanding of customers’ business operations and Bidfood’s service offering.
· Develop an understanding of the foodservice and hospitality market, including key categories and procurement practices.
· Support NAMs with customer claimbacks and commercial administration.
· Maintain continuous focus on improving efficiency and effectiveness of service delivery to maximise customer satisfaction and profitability.
· Prioritise workflow based on urgency using internal WIP processes.

Skills & Experience Required
Technical & Commercial
· Strong proficiency in Excel; experience with SQL or reporting tools is beneficial but not essential.
· Understanding of pricing, stock management, or supply chain processes.
· Ability to interpret sales, pricing, and stock data to support decision‑making.
Communication & Relationship Management
· Confident communicator able to engage effectively with suppliers, branches, customers, and internal teams.
· Ability to translate information into clear, actionable communication.
· Strong customer service mindset with a commercial lens.
Organisation & Mindset
· Excellent planning, organisation, and time management skills.
· High attention to detail and accuracy.
· Positive, proactive attitude with strong initiative and problem‑solving capability.
· [bookmark: _GoBack]Comfortable managing multiple priorities in a fast‑paced environment.
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