	Job Description and Specifications

	Position Title
	Tracking Clerk Team Leader
	Position Grade
	

	Department
	Tracking
	Location
	Brentwood Park

	Reports to
	Risk Manager
	Direct Reports
	Tracking Clerks

	Internal Relations
	Please complete 

E.g.: Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	Please complete 

3rd Party Service Providers, SMSA 

	Job Code
	TC
	


	Basic Function
	Monitoring and tracking of company assets using Mix telematics and ensure compliance of company guidelines and policies. Management of Tracking Clerks.


	Key Responsibilities 

	Core
	1. Monitoring

1.1. Monitoring and tracking of company assets using Mix telematics.

1.2. To oversee the effective execution of all planned routes.

1.3. To assist and manage the daily compliance & administrative tasks in a timely and effective manner.

1.4. Ensure the correct SOP’s are adhered to, when alarms/exceptions are generated.

1.5. Assisting drivers with route directions/deviations.

1.6. Monitor driver discipline and escalate any transgression to his/her manager.

1.7. Track and monitor incorrect PDA usage by drivers.

1.8. Handling, reporting of hijackings and vehicle theft.

1.9. Coordinate tracking installs and maintenance.

1.10. Fuel consumption monitoring and investigations.

2. Reporting

2.1. Prepare of accurate driver behavioural reports and ensure that these reports are distributed in a timely manner.

2.2. Update of daily KPI’s.

2.3. Communicate exceptions and alarms to the designated Business unit.

2.4. The Tracking Clerk will be responsible for the accurate capturing of fuel bowser transactions.

2.5. To maintain the integrity of the data in the tracking system.

2.6. Ensure all breakdowns are reported timeously and followed up.

3. Safety and Security

3.1. Proactive management of all high priority/No go zone alarms.

3.2. Communicate alarms in a timely and accurate manner to ensure appropriate action by all parties involved.

4. General:
4.1. Management of Tracking Clerks.

4.2. Handle outgoing/incoming consignments.

4.3. Ensure constant communication between control and drivers.

4.4. Effectively manage and update of tracking software.

4.5. Ensure all alarms/exceptions are re-acted upon and escalated to the relevant managers.

4.6. Escalate incorrect PDA to the relevant managers.

4.7. Ensure that the correct vehicle odometer readings are updated in the logistics management system.

4.8. Interpret of raw data for Management use.

4.9. Ensure daily movements reports are done in a timely manner.

4.10. Identify areas of concern and address these with the relevant business units.

4.11. Ensure correct SOP’s are followed in case of attempted hi-jackings and informing all parties involved.



	EHS
	1. Adhere to PPE requirements of the company

2. To adhere to all of Namlog policies, procedures and SHE requirements.


	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. Tertiary Qualification in Transport field will be advantageous.



	Experience 

	1. At least 2-year experience in a 24-Hour control room environment.
2. At least 1-year experience in a supervision role.
3. Day and nightshift work will be required.

4. Must have own transport.

5. Sound geographical knowledge of Johannesburg/Namibia/Botswana.
*Note: Industry Experience wherever its applicable



	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 



	Competencies - Technical 

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

· Inhouse System (LMS, MixTelematics, Drivecam, 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

· Route Planning 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 14/09/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Manager 
	Risk 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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