	Job Description and Specifications

	Position Title
	Group POD Manager
	Position Grade
	

	Department
	POD
	Location
	Brentwood Park

	Reports to
	Operations Director
	Direct Reports
	POD Clerks

	Internal Relations
	All Business Units 
	External Relations
	3rd Party Service Providers, Clients, Customs Officials, SMSA 

	Job Code
	GPODM
	


	Basic Function
	The responsibility of Group POD Manager is to provide planning, leadership and coordination of the Group POD Functions.


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:

1. Identify any legal and regulatory requirements and ensure that all staff complies with this.

2. Ensure security and confidentiality of customer information at all times.

3. Manage the effective archiving of POD’s aligned with legal and statutory compliance.

4. Liaise daily with all Branches to ensure that all hard copy POD’s are returned to Head Office after Imaging has taken place at branch level.

5. Ensure that all branches comply with the procedures of POD Management.

6. Ensure that all POD’s with its relevant supporting documentation is properly Imaged onto the operating system, to ensure quality.

7. Co-ordinate and record the use of handheld functionality (sign on glass) – identify branches and not using the device / application properly.

8. Recommend improvements to departmental procedures to ensure efficiency and effectiveness of POD management.

9. Ensure that all the required documentation for the entire client base is on the operating system before monthly invoicing.

10. Manage outstanding POD’s and run Outstanding POD reports daily.

11. Compile monthly POD reporting by branch and to measure timing and quality performance.

12. Prepare all relevant information for audits when required.

13. General administration with regards to the POD department: leave, overtime, discipline, etc



	EHS
	1. Ensure that Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety and Security, Namlog policies and procedure.

2. Management and Maintenance of Safety and Security of all Cargo, Equipment and Staff.

3. Access and Egress Control.

4. Adhere to PPE requirements of 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
2. Logistics and Supply Chain Management or Transport Management related qualification will be advantageous.


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum of 10 years’ experience in the transport industry with proven POD Management exposure.
2. Thorough knowledge of HR/IR functions

3. Report Writing




	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Team Leadership

· Change Leadership 

· Planning & Organizing

· Decision Making

· Analytical Thinking

· Teamwork 
· Visioning & Strategic Direction


	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge
· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance 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

· 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 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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