	Job Description and Specifications

	Position Title
	Operations Administrator
	Position Grade
	

	Department
	Jhb Operations
	Location
	Brentwood Park

	Reports to
	Jhb Operations Manager
	Direct Reports
	None

	Internal Relations
	Branches, Inhouses 
	External Relations
	3rd Party Service Providers 

	Job Code
	OA
	


	Basic Function
	The Operations Administrator is responsible for the receiving of local and linehaul loads, off scanning with a PDA, verifying quantity and quality. Systematically closing of loads with accurate vehicle load information. Dispatching all local deliveries as per Standard Operating Procedures. Investigating and closing off customer queries.


	Key Responsibilities 

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

1. Receive all loads as per the standard operating procedures. 
2. Ensure scanning disciplines are maintained as per standard operating procedure.
3. Do dimensions and weight on all parcels received.
4. Ensure that the correct number of parcels indicated on the waybills/invoices are collected/ delivered.
5. Assist 3rd parties with their collections & deliveries.
6. Pasting labels on goods or marking, branding, stamping or stencilling goods, or perforating labels onto all parcels. 
7. Ensuring cargo is ready for carriage before receiving & dispatching.
8. General housekeeping in and around the warehouse.
9. Control loading of freight any other manual labour.
10. Check all freight before receiving for quantity and quality. 
11. Ensure that the waybills correspond with loading copies.
12. Ensure fragile freight is identified and packed accordingly. 
13. Ensure that waybills are complete and captured correctly during capturing stage.
14. Assist with handling of queries from branches.
15. Assist in preparing the freight/documentation for dispatch in the evening.
16. Interacting with the branches regarding queries or complaints.
17. Any other task as assigned by Operations Manager


	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. Transport qualification or studying to a transport qualification will be beneficial.


	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

· Networking / Relationship Building

· Conflict Management 
· Risk Management 

· 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

· Dangerous Goods 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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