	Job Description and Specifications

	Position Title
	Forklift driver
	Position Grade
	

	Department
	Mellets
	Location
	Kathu

	Reports to
	Operations Supervisor
	Direct Reports
	None

	Internal Relations
	Operations Division, Workshop
	External Relations
	3rd Party Service Providers, Walk in clients 

	Job Code
	FD
	


	Basic Function
	Forklift operators are responsible for operating and managing the forklift to load and offload cargo from vehicles delivering to the branch and vehicles dispatching from the branch. You are also responsible for the safe movement of freight in the branch.  


	Key Responsibilities 

	Core
	1. General

a) Responsible for load and offloading all receiving and dispatch vehicles 
b) Ensuring stock is offloaded in a secure and safe area and clear of obstruction for checking process to start
c) Identify damaged and report poor quality of stock receive or dispatch.
d) Ensuring stock is safe and secured before loading
e) Ensuring that products are safely moved to designated areas 
f) Ensuring forklift is parked in safe area when not in use 
g) Ensuring daily forklift check list is completed and faults are reported.
h) Deliveries of freight to customers next to Namlog as well as opposite the yard. 
i) Ensure you operate the forklift in a safe manner, to prevent damage to staff and property.
j) Ensure the forklift you are operating is suitable or is the correct size for the parcel you are going to use it for.
k) Required to work night shift as and when requested.
l) Required to be on standby one weekend a month.
m) Report for duty as required by the company.

n) Report any late coming or absenteeism at least 2 hours prior to shift starting.
2. Freight

a) Housekeeping done by forklift drivers ensuring that freight is placed in the correct designated areas in the warehouse.
b) Check that all freight moved the designated areas are properly packed for transport and should there be deviations to report it to the supervisors immediately.
3. Equipment
a) Proceed to do a thorough vehicle inspection and report any defaults.

b) Ensuring daily forklift check list is completed and faults are reported. 
c) Ensure that the forklift is refuelled, do not return with empty forklift.

d) Add refuelling information to trip sheet and hand diesel slips in with the km, registration number and driver name.
e) Ensure that all incidents are reported to Supervisors.

f) Report any damages to the forklift immediately before making use of the equipment.

g) Check for water and Hydraulic oil. Ensure that the forklift is checked for gearbox oil and engine oil to prevent costly breakdowns.
4. Customer service
a) Forklift drivers must always be polite and professional when dealing with our clients.
5. Compliance

a) Forklift Drivers must at all times be in possession of a valid license.

b) If a license expires and he can’t attend to his daily function, he will not be paid for that period.

c) Forklift drivers under the influence of any substances (Alcohol / Drugs) may not continue with the required route for that day and will be faced with Disciplinary action.

d) Forklift Drivers are not to Tamper with, alter, damage, lose or sabotage company property.
e) All personnel will undergo a Breathalyser testing as required by the company as per the breathalyser SOP.


	EHS
	1. Adhere to PPE requirements of the company
2. Ensuring Health and Safety Rules are always adhered to.
3. Ensuring housekeeping standards are always adhered to.


	Decision-Making

	1. Forklift Drivers must be able to make decisions when freight can and cannot be loaded based on packaging.


	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. Must have had valid forklift Licence for 5 years.


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum 5 years forklift license with forklift driving experience


	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Risk Management 

· Stress Management

· Initiative 
· Planning & Organizing

· Decision Making

· Teamwork 

	Competencies - Technical 

	· Inhouse System (LMS, PDA etc.)

· Language Proficiency knowledge (English)

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Compliance Management Knowledge

· Dangerous Goods 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

	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	General Manager
	Operations Director


I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.
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