	Job Description and Specifications

	Position Title
	Debriefer
	Position Grade
	

	Department
	Springbok
	Location
	Springbok

	Reports to
	Branch Manager
	Direct Reports
	None

	Internal Relations
	Operations, Drivers, Hub and Linehaul, Branches, IT
	External Relations
	

	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
	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 parcels are properly packed and wrapped.
5. Communicate vehicle requirements to the Dispatch supervisor.
6. Recon the trip sheet against the waybills every night at close of business.
7. Receive parcels when they are being delivered.
8. Ensure all drivers know when dispatched that they are to receive correct paperwork.
9. Ensure the documentation is correct i.e. Invoices for cross border collections.
10. Ensure all parcels are counted and offloaded and trucks parked at the back before the driver’s clock out.
11. Ensure that all PDA’s are signed in and out daily.
12. Ensure that all line haul and local loads are debriefed and closed timeously.
13. Complete the Fleet Inspection Excel sheet and send to Operations Manager.
14. Perform Post vehicle check with the driver.
15. Compare discrepancies between Pre & Post vehicle inspection.
16. Escalate all discrepancies to The Operations Manager.
17. Ensure Drivers have completed the Collection Document in full and correct.
18. Ensure daily vehicle kilometres/ ODO readings are captured on LMS daily for local vehicles and no later than 3 days on line haul vehicles.
19. Assist in Induction Operations as and when needed.


	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 

	· Communication 

· Organizational & Environmental Awareness 

· Risk Management 

· Initiative 

· Team Leadership

· 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 Monitoring and Inspections 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


Date of Release: 31/07/2023
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	Manager
	Branch 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.
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	Signature:
	Date:
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