	Job Description and Specifications

	Position Title
	Data Capturer
	Position Grade
	

	Department
	Jhb Operations
	Location
	Brentwood Park

	Reports to
	Jhb Operations Manager
	Direct Reports
	None

	Internal Relations
	Operations, New Business Development, Inhouses, Branches, Clearing, Hub and Linehaul, Contract Logistics
	External Relations
	3rd Party Service Providers, customers

	Job Code
	DC
	


	Basic Function
	The Data Capturer will receive all consignment documentation, capture on LMS all required consignment and waybill information with precision and accuracy. Verify all information captured is correct. Process all consignment documentation to the Clearing Department. Assist with query resolution. 


	Key Responsibilities 

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

1. Receive and capture documents on the LMS system.
2. Identify missing data and errors and follow-up with Account Executive and or Branches on missing information or errors.
3. Verify all parcel’s mass and dimensions through printing delivery notes for the specific consignment ensuring parcels are mass and dimensioned correctly.

4. Compare information entered with source documents and make necessary corrections to information entered.
5. Batching of documents to handover to the Clearing Department.
6. Scanning and emailing of documents to various internal and external customers.
7. Communication with the team regarding outstanding documents.
8. Ensure overall accuracy of waybills being captured.
9. Ensure no parcel is left unverified.

10. Compile third party manifest and distribute to all concern parties.

11. Assist with resolving queries from Branches and Account Executives.
12. Contribute to the successful operation of the Induction Dept, in terms of quality of work and productivity. 

13. This is a nightshift position.



	EHS
	1.  Adhere to PPE requirements of the company


	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) 



	Experience 

	*Note: Industry Experience wherever its applicable
1. 5 years experience in transport industry beneficial.
2. Must have minimum 2 years similar experience.
3. Excellent typing skills.
4. Computer literate and able to utilise LMS, Microsoft Word, Excel and Outlook proficiently.
5. Comprehensive knowledge of the clearing and forwarding industry-all service offerings.



	Competencies - Professional 

	· Adaptability

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Risk Management 

· Initiative 

· Planning & Organizing

· Analytical Thinking

· Teamwork 

	Competencies - Technical 

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· 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
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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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