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Procurement & Supply ChainManager – updated 2018 

Supply Chain Supervisor 
Position title: Supply Chain Supervisor Classification:  HEW 7 

Division/Department: Finance and Procurement Work location: Parkville 

Position reference: WEHI/TWSCS Employment type: Full-time, no shift work 

Remuneration range: $88,963 – $96,303 Further information:  Patrick Rehm  

Position reports to: Procurement and Logistics Manager Closing date:  6 December 2018 

Positions reporting to this one: 5 FTE  

 

Position overview 

Reporting to the Procurement & Logistics Manager, the Supply Chain Supervisor is a key member of the institute’s procurement 
and logistics management team. 

The Supply Chain Supervisor coordinates and directs the activities of the Institute’s business critical functions Receiving, Shipping 
and Inventory, ensuring efficient and meaningful service provision in pursuit of the organisation’s strategic objectives.  

The Supply Chain Supervisor plays a critical role in the discovery pipeline, enabling innovative medical research through reliable 
access to suitable transportation and timely delivery of the goods and services required to ultimately generate better health 
outcomes.  

Focused on prudent management of the institute’s limited resources, the Supply Chain Supervisor ensures best service for 
customers, and best practice through all supply chain activities, as part of a continuous improvement framework. 

The Supervisor will lead a professional team to deliver best practice warehouse and logistics processes. 

Key to the success of this position is the ability to optimise and streamline operational processes across Receiving, Inventory 
and Shipping activities, to drive the implementation of best practice and continuous improvement while focusing on customer-
centric service delivery. 

Organisational environment 

The Walter and Eliza Hall Institute of Medical Research 
The institute, established in 1915, currently houses 15 research divisions, containing around 81 laboratories and around 1,000 
staff and students, with an annual budget of approximately $100 million (AUD). 

The institute’s research focuses on cancer (breast, cancer, leukaemia, lymphoma, multiple myeloma, lung cancer, colon cancer, 
and ovarian cancer), infectious disease (malaria, tuberculosis, HIV, and hepatitis) and chronic inflammatory and immune 
diseases (coeliac disease, type 1 diabetes, rheumatoid arthritis and transplantation) and continues a strong tradition of 
collaboration and interdisciplinary programs. The institute has a strong national and international reputation for performing 
highly influential research and for translation that leads to long term improvements in disease, diagnosis and treatment. 

The institute’s main laboratories are located within the Parkville precinct, a vibrant hub for life science research, education and 
healthcare provision. In addition, the Walter and Eliza Hall Institute Biotechnology Centre is located 30 minutes from Parkville 
at La Trobe University’s R&D Park in Bundoora. The Biotechnology Centre features facilities for high-throughput chemical 
screening, medicinal chemistry, antibody production and malaria containment. The centre also functions as an incubator for the 
institute’s biotechnology companies.  
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Organisational objectives 
Discovery and translation 

To make discoveries that shape contemporary scientific thinking, increase understanding and improve prevention, diagnosis 
and treatment of cancer, immune disorders and infectious diseases. 

Education and training 

To educate and train world class scientists and to attract, develop and retain the best and brightest workforce. 

Organisational culture 

To provide a vibrant and inspiring organisational culture that encourages, promotes and rewards excellence, collaboration, 
innovation, creativity and respect. 

Engagement 

To engage with our stakeholders to improve outcomes, building support and secure resources for medical research. 

Sustainability 

To build infrastructure, professional services and funding that sustains our research and maximises the time our scientists 
can spend making discoveries. 

 

Organisational values 

• Pursuit of excellence 

• Integrity and mutual respect 

• Collaboration and teamwork 

• Creativity 

• Contribution to society 

• Accountability 
 
 

Professional services vision and mission 

We accelerate great science by:   

- Delivering great services so researchers can focus on their science 

- Driving funding opportunities and commercialisation  

- Making the most of every dollar and resource 

- Creating a vibrant and diverse workplace that attracts and develops the best people 

- Building a safe, ethical, socially responsible and compliant organisation 

- Promoting our discoveries 

 

❖ Maximise research funding: Seek opportunities 
and respond to the changing funding environment 
to maximise funding and revenue to accelerate 
great science. 

❖ Maximising research time: Enable researchers 
to concentrate on research by providing efficient 
and effective end to end processes, systems and 
transparency on performance. 

❖ Enabling research: Create a safe, ethical and 
sustainable Institute. 
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Key Accountabilities 

Functional Leadership 

• Promulgate a customer relationship focus that delivers timely, reliable and value add services and advice to Institute 

management and staff. 

• Develop and maintain a high-performance team culture that delivers quality service outcomes and continuous 

improvements.  

• Measure and track performance using a set of supply chain KPIs 

• Manage the team in a manner that motivates and empowers individuals to realise their potential and deliver 

effectively to the customer. 

• Determine ‘best practice’ warehousing and logistics principles that are fit for purpose and lead application within 

the Institute to improve efficiency and relevance of the finance and procurement functions. 

• Promote a safe workplace and work closely with the Institute’s safety team to ensure goods are handled and stored 

appropriately and that policies and procedures are properly implemented, maintained and communicated to 

stakeholders. 

• Ensure all staff within the team are trained and up-to-date with their knowledge of relevant regulatory and 
compliance related requirements 

 

Supply Chain Management  

• Work closely with the Logistics, Receiving and Inventory Officers to define strategic and operational goals for the 
Logistics, Receiving and Inventory functions 

• Lead and support the logistics function for the Institute including the supervision of staff preparing shipping 
documentation and records 

• Mobilize cross-functional teams to drive improvement in capacity & congestion and service levels 

• Develop, implement, monitor and update relevant policies and procedures related to logistics and inventory 
management 

• Ensure customers are offered access to reliable and cost-effective courier services through the Shipping Office 

• Oversee and support hands-on the receiving, inspection, storage, and distribution of materials and equipment 

• Monitor quality of work such as inspection of incoming materials 

• Conduct tender for the supply of goods in the institute’s inventory range in close alignment with Category 
Procurement 

• Coordinate and manage the annual stocktake of goods within the inventory and monitor stock write-offs 

• Liaise with the institute’s safety team to ensure goods are handled and stored appropriately 

• Work closely with the Accounts Payable team to ensure the timely resolution of invoicing issues 
 

Regulatory compliance 

• Maintain knowledge of regulatory requirements related to the acquisition, handling and transport of goods and 
maintain a good knowledge of institute activities and plans for regulatory implications 

• Promote and facilitate a culture of risk identification and mitigation 
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Key selection criteria 

General skills & expertise  

Demonstrated high level expertise and achievement in: 

• Leadership and Supervision - clearly and convincingly articulate a vision; create a sense of trust and value; act as 
a role model to inspire and motivate others and seek ways to improve their own contribution and increase the 
level of responsibility of themselves and others; Confident and able to engage, motivate and lead people to 
achieve individual and team goals; making sure that everything is done efficiently, safely and in line with agreed 
processes and guidelines. 

• Cognitive, analytical and problem-solving skills - be perceptive, intelligent, and quick to understand more 
conceptually demanding ideas; be able to reason through and analyse problems and demonstrate their ability to 
introduce improved and innovative ways of doing things. 

• Persuasion – win concessions without damaging relationships; convince others of your point of view; listen to 
and assimilate information from others to identify their needs; identify and assess a range of possible options; be 
direct and clear as well as diplomatic and collaborative; present information in a manner appropriate to purpose 
and audience.  

• Interpersonal skills - highly effective interpersonal and communication skills with an open, direct and diplomatic 
approach, and the ability to create and foster collaborative and productive relationships with internal 
stakeholders and external organisations. 

• Planning and organizational skills - Excellent planning and organisational skills, including the ability to prioritise 
multiple tasks, delegate work appropriately and meet deadlines. 

• Customer focus – understanding customer needs and paying great attention to the needs and opinions of 
customers 

• Result orientation – outcome focused  

• Change management – highly effective at planning and implementing new processes and methods of working 

 

Role specific skills & expertise: 

 Demonstrated high level of experience and achievement in: 

• Minimum 5 years experience working in a warehouse with sound warehousing principles 

• Minimum 2 years proven performance management and supervision experience 

• Ability to work effectively on all levels, hands-on with shipping, inventory and warehouse officers as well as with 
P&L management and CFO  

• Excellent computer skills including MS Office products 

• Familiarity with key MRP/ERP systems 

• Industry experience within Healthcare would be highly regarded, especially experience in handling dangerous and 
temperature sensitive goods 

Strategic thinking - be able to identify or develop overall goals and see the linking strategies and actions required to 
achieve these goals  

Commercial focus – continually strive to deliver the best service/products for the resources available; and continually 
seek more efficient ways of operating. 

Political/social awareness – understand and use the power relationships that impact on the role and understand the 
limitations and nature of the environment, including an understanding of interest groups and informal structures. 

      Education/Qualifications –  

• qualifications in supply chain, logistics and warehousing and extensive relevant experience, or 

• extensive warehousing and logistics experience and proven supervision / leading hand expertise, or 

• an equivalent combination of relevant experience and/or education/training 
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Occupational Health and Safety 

• Comply with institute Health and Safety Policies and Procedures. 

• Take reasonable care of own safety and the safety of others around. 

• Use Personal Protective Equipment (PPE) and safety devices appropriately. 

• Report all hazards, incidents and injuries. 

• Attend training programs as documented in individual training needs matrices. 

 

How and where to apply 

Applicants are encouraged to submit a cover letter, current resume and three referees to jobapplications@wehi.edu.au 
quoting the position reference WEHI/TWSCS. 

Please address each of the key selection criteria separately in a written document.  

 

Diversity 
The Walter and Eliza Hall Institute is an Equal Opportunity Employer. 

The institute encourages and welcomes interest from Aboriginal and Torres Strait Islanders for roles within the institute. 
 

Privacy notification 
The collection and handling of declarations and personal information relevant to your employment will be consistent with the 
requirements of the Privacy Act 1988. 
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