	Job Description and Specifications

	Position Title
	Code 10 Driver
	Position Grade
	

	Department
	Toyota
	Location
	

	Reports to
	Operations Supervisor
	Direct Reports
	None

	Internal Relations
	Toyota Operations, Workshop, Tracking, Risk, Human Resources
	External Relations
	3rd Party Service Providers, collection, and delivery customers

	Job Code
	D10
	


	Basic Function
	The Driver’s responsibility is the collection of cargo and delivery of cargo from one location to another location, vehicle inspection, load planning, parcel inspection for quantity and quality, scanning, loading of cargo, load securing, compliance to laws of the land, offloading of cargo, accurate record keeping and professional customer service.  


	Key Responsibilities 

	Core
	1. Driving of 8ton, 6ton, 4ton vehicles and 1ton bakkies
2. Delivering and collecting freight to and from all customers in provinces and countries we operate in.
3. Safe loading and securing of freight once collected from Namlog premises, In-houses, and all customers.
4. Closing of freight with sails and nets before departing for routes, as well as assisting in closing vehicles.
5. Offloading of freight at customers which can be handled by hand.
6. Use scanners for all loading, deliveries, and collections. Each parcel must be scanned on and off where applicable.
7. Making sure all POD’s and delivery notes are returned and scanned where applicable.
8. Ensuring housekeeping standards are always adhered to.
9. Ensuring freight is always safe on route and checking of the freight.

10. Be able to adhere to specific timeframes and ensure daily tasks are completed within the timeframe.
11. Must clock in 15 min before the start of shift and clock out not later than 15 min after the return. 

12. Report for duty as required by the company.

13. Report any late coming or absenteeism at least 2 hours prior to shift starting.
14. Required to work night shift as and when requested.
15. Required to be available to report for duty at short notice over weekends.
16. Complete the Vehicle Equipment Control Sheet, Vehicle Inspection Sheet, and Briefing Checklist and report any defaults.
17. Ensure that the vehicle is refueled at the end of the shift where applicable.
18. Add refueling information to the trip sheet and hand diesel slips in with the km, registration number, and driver name, where applicable.
19. Drivers are to inspect the freight and packaging for any damages or defaults, and report where applicable.
20. Drivers to check the freight against the applicable paperwork.

21. Check for any on-route deliveries and load the vehicle accordingly. (First in last out).

22. Load the vehicle according to instructions from management and safety standards. (Ensure that the freight will not be damaged on route)

23. Drivers ought to dually sign the waybill, acknowledging receipt of the freight.

24. Drivers must ensure that freight is delivered and collected using a Portable Digital Applicator - PDA (scanner), POD, WAYBILL, and/or paperwork where applicable.
25. Attend the debrief session together with management.

26. Drivers are not allowed to transport or pick up anyone in Namlog vehicles.

27. Drivers must drive vehicles in the best possible manner to minimize breakdowns, tyre damages, and service delays.
28. Drivers must always drive with their own tracking tags.

29. Drivers must always be available on their cell phones and where the driver is busy operating a vehicle and is unable to answer a cell phone, the driver must advise as soon as possible that he is available or return the call.  
30. Drivers must keep the interior and exterior of the vehicles always clean and neat.
31. Vehicles must be driven in such a manner that fuel consumption is kept to the benchmark levels and to portray the image of the company in a positive light.

32. Drivers are responsible for ensuring that when there is an incident with their involvement that has caused damage to company property, the company's internal Incident report is completed within 24 hours of the incident occurring.

33. Drivers must always be polite and professional when dealing with our clients and 3rd party providers.

34. Drivers must always be in possession of a valid public driving permit, and license.

35. Drivers are not allowed to deviate from the scheduled route or make unauthorized/unscheduled stops unless approved by management.

36. All personnel will undergo Breathalyser testing as required by the company as per the breathalyzer SOP.

37. Drivers under the influence of any habit-forming substances (Alcohol / Drugs) may not continue with the required route for that day and will be faced with disciplinary action.

38. Drivers are responsible for changing spare wheels when there is a flat tyre or puncture whether on or off Site.

39. Fines incurred by the driver because of not adhering to the law of the land will result in the driver being responsible for the full payment of the fines.

40. Drivers to adhere to the specifications of the Tracking Systems and stay within the parameters of the following agreed performance areas, the following will not be tolerated:

a.   Over Speeding

b.   Over Revving

c.   Harsh Acceleration 
d.   Harsh Braking

e.   Excessive Idling

41. Drivers are not to Tamper with, alter, damage, lose or sabotage company property, this includes but is not limited to, drivers tags, cameras in the cabs, Mix Telematics tracking system, vehicle keys, tools, spare wheel, Fuel card, E-Tag etc.



	EHS
	1.  Adhere to PPE requirements of the company.
2. Adhere to all health and safety requirements of the company and on clients’ sites.


	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) 

2. Older than 25 years
3. Must be able to get to work own vehicle will be beneficial.
4. Must have a valid PDP and Code 10 license for 5 years.
5. Clear criminal record


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum 5 years code 10 license with valid PDP and Code 10 driving experience



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Initiative 

· Planning & Organizing

· Decision Making

· Teamwork 

	Competencies - Technical 

	· Inhouse System (LMS, SAP, GT, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Dangerous Goods 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 to 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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