	Job Description and Specifications

	Position Title
	Account Executive
	Position Grade
	

	Department
	Contract Logistics
	Location
	Brentwood Park

	Reports to
	General Manager / Divisional Director
	Direct Reports
	Key Account Administrators

	Internal Relations
	E.g.: Operations Division (Fleet, Clearing, POD, Abnormal, and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	E.g.: Internal stakeholders, 3rd Party Service Providers, SMSA 

	Job Code
	
	


	Basic Function
	The primary role is to retain top customers and nurture those key relationships over time. Ideally, they become a strategic partner and advisor to the client, discovering new opportunities to work together for mutual benefit. 


	Key Responsibilities 

	Core
	1. Developing trusting relationships between major key clients and the company.

2. Resolving client queries and complaints.

3. Managing communications between clients and internal teams.
4. Analyzing client data to provide customer performance management reports.

5. Accountable for the management of customer service levels.
6. Maintaining open and frequent channels of communication with other branches/divisions within Namlog

7. Build and maintain relationships with freight agents, third-party carriers, suppliers, and operational stakeholders within the scope of job requirements.
8. Acting as the interface between the client and operational teams within the company. 

9. Responsible for working with clients to identify their needs and to work out how the company can best meet and exceed those requirements. 

10. Engage in a variety of tasks including project management, coordination, strategic planning, relationship management, negotiation, leadership, and innovative development of opportunities.

11. Responsible for identifying potential new clients and business opportunities.
12. Responsible for reporting to senior management, customers, and suppliers regarding service or product failure.

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

15. Management of staff reporting to him/her.

16. Managing staff expectations with respect to discipline and motivation.
17. Managing operational processes and ensuring all staff have access to the policies and procedures of Namlog.

18. Ensure staff adhere to the code of conduct and disciplinary processes and procedures.
19. Manage and ensure that staff training is done at the right time and that the necessary training has been done whether mandatory or soft skills.

	EHS
	1. Ensure that Business Unit adheres to prescribed Regulatory Stipulations such as OHS, Safety and Security, and Namlog policies and procedures.
2. Adhere to PPE requirements of personnel when applicable.
3. Identify and be aware of potential risks that may affect normal operations.


	Decision-Making

	1. Correct action according to the applicable mandate.


	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. Tertiary Qualification in a related field is advisable.


	Experience 

	*Note: Industry Experience wherever applicable
1. 3-5 years’ experience in a KAM function.
2. Management of multiple accounts while seeking new opportunities.
3. Understand client needs and negotiate costs and services.
4. Management of staff.



	Competencies - Professional 

	Delete items below that is NOT applicable to the role:

· Adaptability

· Continuous Learning

· Communication skills (verbal and written)
· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Team Leadership

· Change Leadership 

· Planning & Organizing

· Decision Making

· Analytical Thinking

· Teamwork 

· Visioning & Strategic Direction

	Competencies - Technical 

	Delete items below that is NOT applicable to role:

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Total Quality Management Knowledge

· Knowledge in Consultative Selling Approach

· Internal Audit Compliance Knowledge


	Competencies – EHS

	Delete items below that is NOT applicable to role:

· Knowledge of basic environmental health and safety requirements.
· EHS corporate objectives awareness.
· Awareness of Environment Health & Safety incident reporting.
· Have attended EHS awareness training (if applicable)
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