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Supplier Data & Sustainability Administrator – 12 months Fixed Term/Secondment 
 

Summary of The Wine 

Society 

The Wine Society is the world’s oldest member-owned community of wine 

lovers. Since 1874 we’ve been doing business differently, putting our members 

before profit to ensure fairer bottle prices for both the people that enjoy them, 

and for those who make them. Our purpose is to champion the joy of good wine 

for today and tomorrow. 

 

Being a responsible co-operative is more than a business model. It’s at the heart 

of all we do.  We don’t just put our members at the heart of our business, we 

literally exist for them.   

Job Title Supplier Data & Sustainability Administrator 

Reporting to Head of Wine Sustainability (with dotted line in to HoWO) 

Environment The Wine Operations team is a team of 5 who ensure the smooth running of 

critical cross-functional processes across Buying, Merchandising and Marketing.  

These processes ensure product data integrity, support our sustainability 

objectives, and cover procedures where a level of wine-knowledge is useful, and 

accuracy is critical. 

The roles face our internal teams, external wine suppliers and growers, as well as 

industry bodies.  

This post is office based in Stevenage, and some remote working is available with 

this role. 

This is a fixed term role for 12 months and hours are full time 35 hours per 

week. 

Salary and benefits Salary £26,500 per annum 
 
Benefits include: 

• Staff Discount (when a member) 

• Life Assurance 

• Sports & Social Club 



 

Job purpose To be the business owner of the roll out of Bottlebooks to our wine suppliers. To 

ensure data is entered accurately and in a timely manner and to offer support to 

producers struggling with the requirements. 

 

To be the business owner of the product supplier contact details database and to 

co-ordinate all bulk communications going to the supply base. 

 

To manage the responses from suppliers, filing codes of practice and other 

information (such as packaging specifications) in an accurate and timely manner. 

 

Accountability No direct reports. 

Principal duties and 

responsibilities 

• Become the subject matter expert in Bottle books and ensure data is 

gathered efficiently so that we can use it to support our packaging 

compliance and sustainability requirements 

 

• Ensure all suppliers complete Code of Practice and Code of Conduct 

documentation. Manage database of documents 

 

• In conjunction with the HoWS and Quality Controller, risk assess all new and 

all own label suppliers and help co-ordinate audit visits with The Wine 

Society technical consultant. Arrange external audits as required based on 

the risk assessments, buyer info and new products.  
 

• Assist the business owner in the preparation for the annual Organic audits 
plus spot check audits. Help ensure appropriate organic wines registration 
with suppliers and Organic Farmers & Growers (OF&G). 
 

• Gather confirmation from suppliers for wines suitable for 

Vegans/Vegetarians and with sustainability certifications and update systems 

as required.  

 

• Maintain other product attributes in line with TWS requirements, for 

example, in relation to bottle weights, carton specification and other 

information required for compliance and/or sustainability 

 

• Maintain the wine supplier database and coordinate outgoing supplier 

communications through mail and email 

 

• Conduct product data and information administration using our Maginus 

system (eg adding and updating prices and making products available for 

sale. Ensure prices and product information is accurate. 

 



• Support the Head of Wine Sustainability and the Head of Wine Operations in 

the smooth running of the team, participating in relevant projects where 

needed. 

 

Requirements Essential Desirable 

Educational attainment  5 GCSEs or equivalent at Grade 9 to 

7/A+ to B, including English 

Language and Mathematics 

 

Knowledge required 

Good knowledge of Microsoft office 

suite – in particular strong excel 

skills 

 

 

 

Experience required 
Communicating with and 

influencing people at all levels. 

 

Working on tasks with a high 

requirement for accuracy under 

time pressure 

Working and communicating with 

external suppliers 

 

General experience in wine roles 

 

General experience or knowledge of 

sustainability topics relating to wine 

 

 

Skills and Competencies 

required 

Good level of Excel. 

Proficient in Microsoft products including Sharepoint. 

Personal qualities required Diligent. Detail-oriented. Curious. Accountable. Dependable. Unflappable. 

Pacy. Collaborative. Communicative. Organised. Practical. Hands-on. Process 

driven.  

 

 
 



EMPLOYEE BENEFITS 
 
At The Wine Society we are proud of our benefits package; here are some of the benefits 
you could enjoy as an employee: 
 
Holiday 
Holiday entitlement varies according to length of continuous service starting at 23 days (for 
a full time employee) and rising to 30 days per annum.  You are also entitled to paid leave 
for Bank and Public Holidays.  
 
Pension Plan 
We operate a Pension Plan to which both the employee and The Society contribute.  These 
contributions are invested by external investment managers to create a fund for retirement. 
 
Life Assurance 
Life assurance is effective from the start of employment at the rate of four times salary. 
 
Employee Assistance Programme (EAP) 
We offer all employees access to a 24-hour personal helpline service. This service provides 
professional, independent and impartial information, support and counselling.  
 
Staff Discount 
Employees are eligible to enjoy staff discount immediately upon joining (if a member and 
have a contract that is 6 months or longer). 
 
Simply Health (formerly HSA) 
Employees may contribute weekly or monthly to buy health benefits (e.g. optical, dental and 
maternity treatment).   
 
Company Sick Pay 
A comprehensive scheme; entitlements are linked to length of service.   
 
Sports & Social Club 
The Social Club is run on a voluntary basis by employees for employees.  
 
Car Parking 
Free on-site parking in Stevenage. 
 
Staff Restaurant 
Subsidised hot and cold food. 
 
Health 
Regular health checks and annual flu vaccinations are available to all employees. 
 
 
Further details on all of the above benefits can be obtained from Human Resources upon 
joining The Society. 

 

 

 

 



How to Apply 

 
Candidates should be aware that this is a fixed term contract/secondment 
opportunity for 12 months.   
 
Please submit a comprehensive CV, detailing your most significant achievements, 
together with a covering letter that addresses the criteria in the candidate profile. 
You should also include details of your current salary package and notice period.  

As part of any recruitment process, the Wine Society collects and processes personal 
data relating to job applicants. We are committed to being transparent about how 
we collect and use that data and to meeting our data protection obligations. For full 
details, please see our Job applicant privacy notice that can be found on our website 
on the page entitled “Jobs at The Society”. If you would prefer to receive the 
document in an alternative format, please contact the Human Resources team who 
will arrange this for you. 

Applications should be emailed to Andrea Harkness (Human Resources Adviser) at: 
recruitment@thewinesociety.com 
 
 
Closing date for applications is 12 noon on 27th March 2023 
 
Please do let us know in your application if there are any dates you will be 
unavailable for interview.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 


