	Job Description and Specifications

	Position Title
	Finance/Admin Manager
	Position Grade
	

	Department
	SLINA Finance
	Location
	Windhoek

	Reports to
	Finance Manager
	Direct Reports
	Cleaner

	Internal Relations
	Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	Internal stakeholders, 3rd Party Service Providers, Clients

	Job Code
	FAM
	


	Basic Function
	Oversee & ensure the general office administration is performed accurately and efficiently.


	Key Responsibilities 

	Core
	1. Oversee & ensure the general administrative tasks are accurately and efficiently adhered to, including the renewal of motor vehicle licenses, cross border permits, monthly submissions of MDC
2. Ensure all drivers driving licenses and PDP are always valid and fitness certificates renewed in time.

3. Execute financial processing of 3rd parties, VAT advances, petty cash - accurate, on time and complete 
4. Manage HR responsibilities including maintaining employment contracts, complete leave documentation and filing of disciplinary documentation 
5. Develop a good knowledge of the company’s invoicing process to be able to deal efficiently with customer queries.
6. Manage invoicing and statement process to ensure customers receive their billing in a timely manner.
7. Follow-up on outstanding debtor payments.
8. Communicate with debtors regarding their accounts and other queries.
9. Support Account Executives and Customer Managers.
10. Proactively handling the resolution of unallocated / problem amounts in the portfolio and supporting resolution of unallocated / problem amounts for other team members. 
11. Monitor and procure the office supplies
12. Adhere to ad-hoc requests


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

2. 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 (Matric) with Accounting and Mathematics

2. Debtors administration Diploma or equivalent



	Experience 

	1. Minimum of 3 years related billing and Accounts Receivables experience

2. Sound knowledge of Microsoft office (Excel)
3. Sage Evolution Experience beneficial

4. Experience in Logistics or transport industry will be beneficial 

*Note: Industry Experience wherever its applicable



	Competencies - Professional 

	· Adaptability

· Communication 

· Conflict Management 

· Stress Management

· Planning & Organizing

· Teamwork 
· Problem Solving
· Organizational & Environmental Awareness 

· Risk Management 



	Competencies - Technical 

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)
· Compliance Management Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Total Quality Management Knowledge

· Competition 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.

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