	Job Description and Specifications

	Position Title
	Forklift Driver
	Position Grade
	

	Department
	Komatsu PDC
	Location
	Germiston

	Reports to
	Operations Supervisor
	Direct Reports
	None

	Internal Relations
	Komatsu PDC In-house, Operations and Specials Drivers 
	External Relations
	3rd Party Service Providers, Komatsu PDC/Reman customer representatives 

	Job Code
	FD
	


	Basic Function
	Forklift operators are responsible for operating and managing the forklift to load and off-load cargo from vehicles delivering to the branch and vehicles dispatching from the branch. The forklift driver is also responsible for the safe loading and movement of freight at the Komatsu PDC.


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. Report for duty as required by the company.

2. Report any late coming or absenteeism at least 2 hours prior to the shift starting.
3. Responsible for the loading and off-loading of all dispatched vehicles and vehicles delivering at the Komatsu PDC.
4. Ensure stock is off-loaded in a secure and safe area and clear of obstruction for the checking process to start.
5. Provide support to the Komatsu PDC In-house team.
6. Identify any damages and poor packaging of stock received to the Operations Supervisor.
7. Report damages caused while loading or off-loading to the Operations Supervisor immediately for further investigation.
8. Ensure that all products ready for shipment are safely moved from the pre-staging areas to the designated outside staging areas.
9. Ensure stock is always safe and secure before loading.
10. Ensure stock is safely and correctly and loaded on all vehicles, by utilising available space and loading heavy items at the bottom and lighter items at the top.
11. Ensure all vehicles are timeously loaded, in order for all vehicles to be dispatched on time and in order to make the various cut-off times at Namlog Head Office.
12. Ensure daily forklift checklist is completed, forklift is refuelled, and any faults are reported. 
13. Ensure forklift is parked in a safe area when not in use.
14. Ensure you operate the forklift in a safe manner, to prevent any harm to staff and/or damage to property.
15. Ensure the forklift is suitable or is the correct size for the load to be lifted and moved around.


	EHS
	1. Adhere to PPE requirements of the company.
2. Adhere to Safety and Security of all Cargo, Equipment and Employees.


	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. Valid Forklift license.


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum 2 years experience in similar position.



	Competencies - Professional 

	· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Resource Management 

· Risk Management 

· Initiative 
· Planning & Organizing

· Teamwork 

	Competencies - Technical 

	· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Health and Safety Knowledge

· Forklift Inspections Knowledge

· Security Systems and Equipment Management Knowledge

· 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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