	Job Description and Specifications

	Position Title
	Branch Manager
	Position Grade
	

	Department
	SLISA Cape Town
	Location
	Cape Town

	Reports to
	Operations Director
	Direct Reports
	Branch

	Internal Relations
	All Business Units 
	External Relations
	3rd Party Service Providers, Clients, Customs Officials, SMSA 

	Job Code
	BM
	


	Basic Function
	The responsibility of a Branch Manager is to provide planning, leadership and coordination of the branch operational functions. This includes the monitoring and supervising of the operations efficiencies and cost effectiveness, as well as the actual day-to-day performance of the various operations.


	Key Responsibilities 

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

1. Identify and be aware of potential risks that may affect normal operations.

2. Input and actions to must be aligned to meet the SLA requirements of clients, third parties and suppliers.

3. Must ensure that statutory requirements, relationships with state, semi state, provincial authorities and private businesses that may have impact on Namlog.
4. Maintaining open and frequent channels of communication with other branches / divisions within Namlog within your sphere of responsibility.
5. Management of staff reporting to him/her.

6. Managing staff expectations in respect of discipline and motivation.

7. Managing operational processes and ensuring all staff have access to policies and procedures of Namlog.

8. Ensure staff adhere to code of conduct and disciplinary processes and procedures.

9. Initiation of a disciplinary enquiry if and when required.

10. Accountable for allocated administration functions of your division.

11. Active role in managing the expenses in your department as per guidance from your Operations Director. 

12. 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.

13. Direct inbound and outbound logistics operation, such as transportation or warehouse activities, safety performance, and quality management.

14. Analyses the financial impact of proposed logistics changes, such as routing, shipping modes, product volumes and mixes, and carriers etc.

15. Analyses all aspects of logistics to determine the most cost-effective and efficient means of transporting products and supplies.
16. Participate in the development of new project proposals.
17. Establish and implement short- and long-range goals, objectives, policies, and operating procedures.

18. Promotes positive relations with partners, vendors, and distributors.

19. Recommend and administer policies and procedures to enhance operations.

20. Work with the department managers and coordinate staff to execute five year and ten-year business plans for the company.

21. Recruit, train, supervise, and evaluate department staff.

22. Supervise and manage the work of operation personnel under your supervision.

23. Collaborate with the other departments to integrate logistics with the business systems and processes, such as IT, Finance, and HR.

24. Identify and eliminates risk factors that can influence operation.

25. Identification of required corrective action needed to improve operational targets and enforcing measures to monitor results.
26. Promotion of team member’s skills and versatility through training.
27. Management and reduction of labour broker ad hoc usage.
28. Manage the Operation with full deployment of Company Technology and Processes at your disposal.
29. Integrate and Manage the Operational MIS with day to day, weekly and monthly 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.
· Oversee Collection and Delivery Cycles.

· Eliminate unauthorized stops.

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

31. Awareness and observation of industry competitors in order to and maintain competitive advantage

32. In general, constantly promoting SLI / Namlog through positive public relations
33. Source and acquire new clients that fit in with the SLI / Namlog overall business strategy. This includes:

· Researching for potential new “cold call” clients.

· “Cold calling” potential new clients.

· Utilizing his existing network of contacts in order to schedule sales calls
· Utilize SLI / Namlog’s network of transportation clients in order to cross-sell other Supply Chain services.

· Compile visit schedules.

· Report on visits and KPI’s.

· Engage in active advertising for the company.
34. Ensure that clients are up to date with new products and information.

35. Provide clients with solutions, quotations and technical assistance.

36. Active customer relationship management.

37. Maximize revenue from existing clients.

38. Ensure that the correct and most efficient formwork design is applied.

39. Supports the customer with formwork know-how ("speak the customer's language!").

40. Determine a client sales strategy: Client strategy, Cost planning, Pricing of tender, Negotiating terms and conditions of contract.
41. Maintain relationships with Agents, SARS Customs, Service Providers (Internal & External) and clients.

42. Liaise and negotiate with statutory bodies to ensure effective finalization of the documentation process's

43. Management Reports

44. Drive and manages profitable and consistent commercial retention , new business development and growth initiatives

45. Identify staff development/training needs and constantly ensure high levels of staff motivation and enthusiasm

46. Ensure the effective running and coordination of the Forwarding and Clearing Compliance Manager Operational function

47. Ensure that all relevant policies and procedures are adhered to

48. Set up reports and tools to rate performance/ inefficiencies and put action plans in place

49. Maintain client satisfaction through cooperation with allied disciplines (entries, invoicing, customs, transporters)

50. Clearing documentation and processes for road freight to Botswana, Namibia, Swaziland and Lesotho.

	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 Staff.

3. Access and Egress Control.

4. 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 of 10 years’ experience in the transport industry, with at least 5 years in operations management position.

2. Essential to have vast hand on experience in the loading and off-loading of break bulk goods on vehicle ranging from 1 Ton to interlinks.

3. Materials Handling experience i.e., forklift, tie down and Hazchem operations

4. Thorough knowledge of HR/IR functions

5. Report Writing

6. Work requires willingness to work a flexible schedule.




	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· 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 

	· 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.

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

	Employee Name:
	Signature:
	Date:

	
	
	


[image: image1.png]



