	Job Description and Specifications

	Position Title
	Debriefer
	Position Grade
	

	Department
	Mellets
	Location
	Kathu

	Reports to
	Mellets Operations Manager
	Direct Reports
	None

	Internal Relations
	Operations, POD’s, Finance, IT, Inhouse 
	External Relations
	Customers 

	Job Code
	DEBR
	


	Basic Function
	The Debriefer must debrief all drivers returning to the depot. Ensure compliance of all delivery and collection paperwork is signed, present and correct to avoid POD queries and financial losses to the business.


	Key Responsibilities 

	Core
	1. Delivery Debrief

a) To ensure that all vehicles are debriefed on its return to warehouse, all collections are completed and all parcels are received as per the waybills and collection job cards.
b) Check each waybill to ensure that it has been signed by the client.
c) Verify all waybills have been loaded on LMS.
d) Check that all POD’s are handed in.
e) Ensure that all Invoices and delivery notes are attached and have been loaded on LMS.
f) Recon the trip sheet against the waybills every night at close of business.
g) Close load after debrief has taken place with driver.
h) Ensure correct ODO’s have been captured on LMS.
i) Ensure daily vehicle kilometres/ ODO readings are captured on LMS daily for local vehicles and no later than 3 days on line haul vehicles.
j) Sent copies of all delivery notes and invoices to respective clients and in-houses.
2. Daily Reports

a) Responsible for the completion of Daily load report.
b) Reporting problematic drivers whereby they don’t follow the SOP for deliveries.
c) Add comment on waybills returned.
d) Ensure drivers complete the incident reports on incomplete tasks.
e) Drivers to sign counselling from and hand to operations manager.
3. POD’s

a) Follow up on outstanding waybills. Get a weekly report from the Operations Manager.
b) Check POD for Signatures and stamps from Mines.
c) Split waybills from Billing copies and hand to finance department.
d) Archive all POD’s for previous day.
4. Diesel Debrief

a) Check opening and closing ODO’s.
b) Calculate the distance travelled for the trip.
c) Calculate diesel consumption and hand it to the Operations Manager.
5. Equipment debrief

a) Ensure that all PDA’s are signed in and out daily.
b) Checking that each driver has been issued with a PDA from the supervisor.
c) Check the condition of each PDA.
d) Report faulty PDA to IT support.
e) Report damaged PDA to Ops manager and ensure that PDA’s is repaired.
6. House Keeping

a) Ensure daily housekeeping is done.

b) Ensure Archive store is clean and well maintained. 

c) Ensure POD’s are archived in the correct boxes and stored in the archive store



	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. Computer literate and able to utilise LMS, Microsoft Word, Excel and Outlook proficiently



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Planning & Organizing

· Decision Making

· Analytical Thinking

· Teamwork 

	Competencies - Technical 

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation 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


	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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