	Job Description and Specifications

	Position Title
	Team Leader
	Position Grade
	

	Department
	Cradock
	Location
	Cradock

	Reports to
	
	Direct Reports
	Drivers

	Internal Relations
	Operations, Workshop, Inhouses, Branches, Contract Logistics, New Business Development 
	External Relations
	3rd Party Service Providers, Customers

	Job Code
	TL
	


	Basic Function
	The responsibility of Team Leader is to provide planning, leadership and coordination of the branch receiving Induction, loading and collection functions. This includes the monitoring and supervising of the functions, as well as the actual day-to-day performance of the various functions.


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:

1. To adhere to all of Namlog policies, procedures and SHE requirements.

2. Perform receiving, collection and dispatch functions.

3. Warehouse activities, safety performance, and quality control.
4. Participate in the implementation of new projects.

5. Promotes positive relations with management, employees and customers.
6. Enforce policies and procedures to enhance operations.

7. Work with the department managers and coordinate staff to execute operational plans.
8. Train, mentor, supervise, and evaluate staff working with you.

9. Supervise and manage the work of operation staff under your supervision.
10. Identify and eliminates risk factors that can influence performance.

11. Identification of required corrective action needed to improve operational targets and enforcing measures to monitor results.
12. Promotion of team member’s skills and versatility through training

13. Overseeing Management of administrative duties with regards to: Ensure fleet is in a good road worthy condition before dispatching, all vehicle and MHE defects are attended to, sign off on all vehicle and MHE inspections, ensure dispatch KPIs and targets are met.

14. Management and reduction of labour broker ad hoc usage

15. Manage the Operation with full deployment of Company Technology and Processes at your disposal.
16. Overseeing Management of administrative duties with regards to:
· Ensure fleet is in a good road worthy condition before dispatching.
· All vehicle and MHE defects are attended to.
· Sign off on all vehicle and MHE inspections.
· Ensure dispatch KPIs and targets are met.
17. Management and reduction of labour broker ad hoc usage.
18. Manage the Operation with full deployment of Company Technology and Processes at your disposal.
19. Integrate and Manage the Operational MIS with day to day evaluation of:
· Collection and Delivery Quality and Productivity.
· 100% Scanning Disciplines.
· 100% Debrief Operation.
· Positive effect on Linehaul departures and arrivals.
· Maintenance of your fleet were required.
· Vehicle performance with regards to operational efficiencies were required.
· Driver Performances.
· Fuel Consumption.

· 100% availability of forklifts and material handling equipment to perform your duties.
· Eliminate unauthorized stops.

20. Team Player – Positively promote good working relations and ethics within your team.

	EHS
	1.  Adhere to PPE requirements of the company


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Grade 12 (Matric) 
2. Transport certificate will be beneficial.


	Experience 

	*Note: Industry Experience wherever its applicable
1. 5 years experience in transport industry beneficial

1. Must have minimum 2 years leadership experience.
2. Computer literate and able to utilise LMS, Microsoft Word, Excel and Outlook proficiently



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 
· Influence 

· Initiative 

· Team Leadership

· Planning & Organizing

· Analytical Thinking

· Teamwork 

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Dangerous Goods Knowledge

· Internal Audit Compliance Knowledge


	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting
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I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.
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