	Job Description and Specifications

	Position Title
	Checker Grade I
	Position Grade
	

	Department
	Astec
	Location
	Jet Park

	Reports to
	Inhouse Manager
	Direct Reports
	None

	Internal Relations
	Astec PDC In-house
	External Relations
	3rd Party Service Providers, Astec customer representatives

	Job Code
	CG1
	


	Basic Function
	The Checker Grader I is an employee who checks the assembling, packing, unpacking, weighing, stacking, loading, unloading, marking or addressing of goods or containers and who checks, enters or records particulars of such goods or containers manually on a document or on a computerized system. This position is a vital support to the Induction and Dispatch Teams.


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. Report for duty as required by the company.

2. Report any late coming or absenteeism at least 2 hours prior to the shift starting.
3. Involved in the Induction process at the Astec Inhouse.
4. Audit products and parts received from the Astec Inhouse, by checking quantities of actual parts received against a packing list and communicate any discrepancies to the Inhouse Manager
5. Liaise with packing specialists to ensure that the correct packaging is available for delivery.

6. Prepare packages securely for loading.
7. Responsible for the opening of delivery notes for outgoing freight for linehauls and dedicated vehicles.

8. Gathers paperwork and verifies that all clearing documentation for cross border is in place.

9. All related receiving, on-load scanning, checking images and closing of loads duties.


	EHS
	1. Adhere to PPE requirements of the company.
2. Adhere to all health and safety requirements of the company and the client.


	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). 
2. MS Office and computer courses will be advantageous.


	Experience 

	*Note: Industry Experience wherever its applicable
1. Three years experience in the transport industry beneficial.
2. At least 2 years’ experience in a similar position.



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Risk Management 
· Initiative  

· Planning & Organizing
· Teamwork

	Competencies - Technical 

	· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)
· Management of Health and Safety Knowledge

· Compliance Management Knowledge
· Quality Management Knowledge
· Internal Audit Compliance Knowledge


	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· Awareness of EHS requirements in the QEHS management systems

· Awareness of Environment Health & Safety incident reporting
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