	Job Description and Specifications

	Position Title
	Forklift Driver
	Position Grade
	

	Department
	Port Elizabeth
	Location
	Port Elizabeth

	Reports to
	Branch Manager
	Direct Reports
	None

	Internal Relations
	Port Elizabeth Employees 
	External Relations
	None

	Job Code
	FD
	


	Basic Function
	Responsible for loading and offloading goods from trucks/bakkies. Ensuring that all goods are loaded and offloaded safely without damaging the cargo.
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
	Responsibilities and essential job functions include, but are not limited to the following:
1. Responsible for load and offloading all receiving and dispatch vehicles 
2. Ensuring stock is offloaded in a secure and safe area and clear of obstruction for checking process to start
3. Identify damages, poor packaging and report poor quality of stock receive or dispatch to the Branch Manager.
4. Ensuring stock is safe and secured before loading
5. Ensuring that products are safely moved to designated areas 
6. Ensuring forklift is parked in safe area when not in use 
7. Daily picking and bulk picking
8. Ensure the forklift you are operating is suitable or is the correct size for the parcel you are going to use it for.
9. Ensure the forklift is refuelled before the diesel runs empty. 
10. Ensuring daily forklift check list is completed and faults are reported 


	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) 
2. Valid Forklift License


	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 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Influence 

· Initiative 

· Planning & Organizing

· Decision Making

· Teamwork 

· Risk Management 

	Competencies - Technical 

	· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality 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
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	Reviewed by:
	Approved by:

	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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