	Job Description and Specifications

	Position Title
	Site Administrator
	Position Grade
	

	Department
	Isuzu Motors SA
	Location
	Isuzu Motors PDC, Elandsfontein 90-Ir, Germiston

	Reports to
	Inhouse Manager
	Direct Reports
	

	Internal Relations
	Isuzu Motors SA Operations, Human Resources, IT, Branches, Clearing  
	External Relations
	3rd Party Service Providers, Customers 

	Job Code
	SADM
	


	Basic Function
	The Site Administrator is responsible for the effective recording and management of the administrative functions required for the customer and the company in line with the Service Level Agreement. This is done by using software to roster staff, Vehicle information and administrative record keeping.  POD auditing for all linehaul deliveries


	Key Responsibilities 

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

1. Responsible for daily updating of billing support documents. 

2. Daily updating of the delivery performance on the client’s in-house system.
3. Compiling the monthly C02 report for customers. 

4. Management of the claims administration process. 
5. Filing of all operational documentation.
6. Management of all customers, dealer, and branch queries.
7. Preparation of documentation for the claims investigation and communication to customer.
8. Compiling and submission of the daily clean POD report.
9. Capture and file fuel slips daily.
10. Responsible for updating the daily attendance register.
11. Daily POD audit and upload linehauls.

12. Preparation of Labour Broker timesheets and submissions.

13. Updating the Staff Register including PPE, Licenses and PDP’s.
14. Submission of human resources-related documentation.

15. Ensure discipline is upheld as per the company Code of Conduct and departmental standards.


	EHS
	1. Ensure that the Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety and Security, and Namlog policies and procedure.

2. Management and Maintenance of Safety and Security of all Cargo, Equipment, and Employees.
3. Adhere to PPE requirements of Employees


	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
2. Logistics and Supply Chain Management or Transport Management related qualification will be advantageous.


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum 3 years’ experience in logistics and transportation.


	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Influence 

· Initiative 

· Team Leadership

· Change Leadership 

· Planning & Organizing

· Decision Making

· Teamwork 

	Competencies - Technical 

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

· Inhouse System (LMS, eToyota, 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


Date of Release: 16/02/2024
	Prepared by:
	Reviewed by:
	Approved by:

	General Manager
	HRD
	Divisional Director


	Employee Name and Surname:

	


I hereby confirm my utmost commitment to fulfilling all the requirements including the above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.

	Signature:
	Date:
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