	Job Description and Specifications

	Position Title
	In-house Administrator
	Position Grade
	

	Department
	Komatsu PDC
	Location
	Germiston

	Reports to
	Contract Manager
	Direct Reports
	N/A

	Internal Relations
	Branches, Specials and Abnormals, IT, Komatsu PDC In-house team
	External Relations
	3rd Party Service Providers, Komatsu PDC/Reman customer representatives, Komatsu branch representatives

	Job Code
	SADM
	


	Basic Function
	Responsible for daily, weekly and monthly administrative duties, ensuring that the daily collection and delivery requests are actioned accordingly, resolving customer queries and ensuring that all POD’s are captured and imaged on LMS. 


	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 updating daily OTD report and ensuring the accuracy of information captured.
4. Run the POD Leadtime report daily, in order to check for any outstanding POD’s and images on LMS and request Namlog branches to capture outstanding POD’s and images on LMS.
5. Request outstanding POD’s daily from Komatsu branches where applicable and forward such POD’s to the Imaging department for imaging on LMS.
6. Arrange special delivery and/or collection requests as and when required by Komatsu branches, by capturing such requests on LMS and communicate with Specials division telephonically.
7. Arrange special delivery and/or collection requests received from the Komatsu stand-by representative after-hours with Namlog Specials Division as and when required and communicate on the Komatsu Specials WhatsApp group vehicle requirements, as well as pick-up and delivery points. 

8. Arrange normal delivery and collection requests as and when required by Komatsu branches, by capturing such requests on LMS and liaising with Namlog Operations.  

9. Complete all daily Specials reports and ensuring the accuracy of the information for billing purposes. 

10. Resolving of all company and client branch queries. 
11. Provide cross-function support to the Komatsu PDC/Reman In-house staff.
12. Assisting POD and Specials departments with outstanding information where required.
13. Receive documentation and other packages from the Komatsu PDC and Komatsu Head Office staff and prepare such documentation and packages for shipping by the Komatsu PDC In-house team.
14. Assist Komatsu PDC and Komatsu Head-Office staff with any cross-border shipments, by ensuring that the correct documentation is provided, such as invoices and fully and accurately completed clearing instructions.

	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 Employees.
3. 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 3 years’ experience in logistics and transportation.
2. Availability to assist outside of normal working hours. 


	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Influence 

· Initiative 

· Team Leadership

· Planning & Organizing

· Decision Making

· Teamwork 


	Competencies - Technical 

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge
· Investigation Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Total Quality Management 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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