	Job Description and Specifications

	Position Title
	Jhb Operations Analyst
	Position Grade
	

	Department
	Jhb Operations
	Location
	Brentwood Park

	Reports to
	General Manager
	Direct Reports
	None

	Internal Relations
	Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	3rd Party Service Providers

	Job Code
	OANYST
	


	Basic Function
	The Operations Analyst will provide support to the General Manager, in the form of gathering raw data, analyzing the data and producing sets of meaningful stats and graphic presentations of which displays trends, flags wins and concerns. Draws projections to enable the General Manager to make informed business operational decisions to streamline operations and reduce costs.   


	Key Responsibilities 

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

1. Review company policies and business processes.
2. Analyse data and information to identify business threats and opportunities.

3. Work closely with executive management to achieve outcomes based on company goals.

4. Accountable for overall administration functions of the operations such as daily KPI reports, submission and verification of overtime reports, and discrepancy reports.

5. Arranging of FTL Loads and Analysis.
6. Managing the Fleet Allocation List.
7. Collection report KPI Analysis.
8. Swaziland & Lesotho Analysis (Cross Border).
9. Recommend and update policies and procedures to improve performance.

10. Enhance workflow and cross-departmental engagements.

11. Create monthly reports to management on key findings and assessments.

12. Keep updated on industry and market trends.

13. Recommend best practices and continuous improvement to current logistics processes.

14. Coordinate Time Sheets for Labour Brokers.
15. Overtime analysis.
16. Monitor delivery success ratios.
17. Arranging of Packaging Materials.

	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 Management Certificate

3. Transport or Management Diploma will be advantageous.   


	Experience 

	*Note: Industry Experience wherever its applicable
1. 5 years’ experience in transport industry beneficial

2. At least 2 years’ experience in a similar position

3. Previous experience in analysing data and compiling of reports

4. Knowledge of MS Word/Excel



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· 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

· Database Management Knowledge

· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Total Quality Management 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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