	Job Description and Specifications

	Position Title
	Specials Administrator 
	Position Grade
	

	Department
	Specials 
	Location
	Brentwood Park

	Reports to
	General Manager
	Direct Reports
	None

	Internal Relations
	Operations, Branches, Inhouses, Workshop, Clearing, Tracking, Finance, IT, HR, Contract Logistics
	External Relations
	3rd Party Service Providers, Customers

	Job Code
	SPECADM
	


	Basic Function
	Receive and obtain original POD’s from Branches, Drivers and third-party service providers. Administrator to capture POD information-scan images and border documentation and POD audit all PODs. POD quality checks are to be done on each document – clear scans and ensure all scans are visible including store stamps and signee information. Document referencing to be done and checked.


	Key Responsibilities 

	Core
	1. Receipt and capturing of POD Information on the LMS system.

2. Batching of original POD documents and handover to POD Team.

3. Ensure overall accuracy and compliance of PODs and POD information. Referencing. System and On Hand.
- 100% Quality Checks
- 100% Compliance to Client POD Requirements.

4. Daily POD auditing to be done on each POD Received.
5. Daily Handover of all completed PODs to POD Team. 

6. Confirm deliveries with drivers.

7. Update Account Executives on delivery success and failures.

8. Daily IOD submitted to Account Executives.

9. Facilitate all returns from Zambia and Mozambique and follow up on PODs thereafter.
10. Resolving and or aiding in resolving customer queries.

11. Facilitate and coordinate re-deliveries.

12. Chase up on return load PODs after local delivery.

13. Attaining Stock on Floor reports from third party service providers and distributing to Account Executives.

14. Daily capturing of comments on LMS from the JHB Stock on Floor Report. 

15. Contribute to the successful administrative operation of the POD Department and Adhering to Client POD Requirements in terms of 100% quality/ visibility.

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

	Experience 

	*Note: Industry Experience wherever its applicable
1. Comprehensive knowledge of Proof Of Deliveries and POD Scanning

2. At least 2 years’ experience in a similar position

3. Intermediate proficiency in Microsoft Office, internet, web-based and job specific software applications.

4. Ability to read, write and speak English fluently.
5. Fanatical Attention to detail to improve workflow and productivity.


	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Initiative 

· 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
· Local Regulations Compliance Knowledge

· Investigation Knowledge

· Total Quality Management 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: 31/07/2023

	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	General Manager 
	Operations Director


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.

	Employee Name:
	Signature:
	Date:
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