	Job Description and Specifications

	Position Title
	Debriefer
	Position Grade
	

	Department
	SLINA
	Location
	Windhoek

	Reports to
	Operations Manager
	Direct Reports
	None 

	Internal Relations
	Operations
	External Relations
	Customer

	Job Code
	DEBR
	


	Basic Function
	Brief drivers before and debrief after trips. Briefing entails issue PDA to driver and ensure the load is loaded onto PDA. On return debrief them inspect PDA, check POD’s retuned, check variance for scans and rate images. Assist with waybill capture if needed.


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. 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.
2. Debrief drivers on their return from collections.
3. Ensure all parcels are correct as per the waybill.
4. Ensure all parcels are weighed and identified before staging.
5. Ensure parcels are properly packed and wrapped.
6. Communicate vehicle requirements to the Operations Controller / Operations Manager: C&D.
7. Control, monitor and action the work in progress area. 
8. Supervise the in and out going freight on the apron.
9. Recon the trip sheet against the waybills every night at close of business.
10. Receive parcels when they are being delivered.
11. Ensure all drivers know when dispatched that they are to receive correct paperwork.
12. Ensure all parcels are counted and offloaded and trucks parked at the back before the driver’s clock out.
13. Ensure that all PDA’s are signed in and out daily.
14. Ensure that all line haul and local loads are debriefed and closed timeously.


	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.



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Initiative 

· Planning & Organizing

· Decision Making

· Teamwork 

	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

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Internal Audit Compliance Knowledge


	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· Have attended EHS awareness training (if applicable)

· Awareness of Environment Health & Safety incident reporting


Date of Release: 03/08/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	Divisional Director
	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.
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