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GROWER RELATIONS COORDINATOR-NC 

   

 
 

Summary 

Under minimal supervision engages in various grower relation department administrative functions such 

as maintaining accurate and proper maintenance of all grower contracts for the area and supporting the 
day to day clerical needs for the office. Also functions as the office “super user” of the Grape 
Management System (GMS) for assigned location(s). 

  

 

Essential Functions 
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict 
the tasks that may be assigned. 

• Functions as the office point of contact for contract growers by answering general contract questions.  

• Protects and maintains standardized grower relations contract templates ensuring that changes to the 

document are compliant and approved by management. 
• Identifies grower contract that need to be reviewed and updated; notifies grower rep when out of date 
or non-compliant contracts are found. 

• Reviews all new contract and amendments to contracts for correct data and accuracy.  
• Executes request from contract growers and grower reps (e.g. request for a copy of contract, early 
payment, and productivity reports). 
• Participates on cross-functional continuous improvement teams. 

• Functions the office “super-user” of the GMS system; pulls reports and researches data at the request 
of the department. 
• Makes process recommendations to maintain proper contractual procedures for the Grape 

Management System (GMS). 
• Oversees data entry and maintenance of GMS system. 
• Schedules the signing of contracts/amendments by all parties; ensures that all addendums are signed.  

• Works with Grower Accounting to ensure timely and accurate payments to contracted growers in 
specific area. 
• Ensures accurate and timely pay for grower partners. 

• Makes recommendations to change systems, policies, and procedures to continually enhance the 
customer service of grower relations. 
• Maintains satisfactory attendance, to include timeliness.  
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• Responsible for understanding and complying with applicable quality, environmental and safety 
regulatory considerations. 

  

 

Supervisory Responsibilities 

• N/A 
  

 

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Minimum Qualifications 

• High school diploma or State-issued equivalency certificate plus 4 years of contract management, 
procurement or finance support experience reflecting increasing levels of responsibility. 
• Skilled in reading, comprehending, interpreting and executing simple instructions, short 
correspondence and memos. 

• Skilled in writing routine reports and correspondence.  
• Skilled in adding, subtracting, multiplying and dividing using whole numbers. 
• Skilled in the use of MS Outlook, MS Excel and MS Word at a basic level.  

 
 

Preferred Qualifications 

• Bachelor’s Degree plus 2 years of wine industry grower relations experience reflecting increasing levels 
of responsibility. 
• Possess and maintain a Notary Public certification. 

• Skilled in reading and interpreting documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. 
• Skilled in the use of MS Word, MS Excel, MS Access at an intermediate level. 

• Experience with solving practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. 
• Experience with interpreting a variety of instructions furnished in written, oral, diagram, or schedule 

form. 
• Completes assignments that are broad in nature, usually requiring originality and ingenuity. Has 
appreciable latitude for un-reviewed action or decision. 

• Possesses and applies broad knowledge of principles, practices and procedures of this particular field 
of specialization. 
• Works independently and exercises sound judgment in making independent decisions. 

 
 

 

Physical Demands 
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The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to talk or hear. The 

employee is frequently required to stand and sit. The employee is occasionally required to walk, use 
fingers to finger, handle or feel, reach with hands and arms.  

  

 

Work Environment 

The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently exposed to outside weather 
conditions. The employee is occasionally exposed to moving mechanical parts. The noise level in the 

work environment is usually moderate. 
  

 


