	Job Description and Specifications

	Position Title
	Operations Controller 
	Position Grade
	

	Department
	Specials, Zambia and Abnormals
	Location
	Brentwood Park

	Reports to
	Operations Manager / General Manager
	Direct Reports
	Drivers

	Internal Relations
	Operations, Branches, Inhouses, Workshop, Clearing, Tracking, Finance, IT, HR, Contract Logistics 
	External Relations
	3rd Party Service Providers, Customers, 

	Job Code
	OPSCONT
	


	Basic Function
	Oversee all aspects relating to Specials, Zambia, Mozambique and abnormal loads. Includes arranging of loads, debriefing of loads and completing relevant reporting relating to each division.


	Key Responsibilities 

	Core
	1. Ensure drivers tasks are completed as per instruction given and according to department SOP.

2. Ensure all relevant documentation are handed in and processed as per company and departmental standards. 

3. Ensure all vehicles are up to standard as per company requirements (neatness of vehicle no damages if so, is it reported and documented etc.)  

4. Ensure Abnormal vehicles are in order to be dispatched (all permits are handed over to the driver, all flags speed signs all and any other documents and/or cross border moneys etc.)

5. Ensure all vehicles dispatched to Zambia and Mozambique are equipped with relevant signage, permits and forex.

6. Ensure discipline is uphold as per company Code of Conduct and departmental standards.

7. Ensure vehicle ODO management is updated on daily basis to ensure that all vehicles are serviced on time.

8. Ensure all reports are completed on time. 

9. Activate special requests within an hour. Inform client of the details and task correct driver and vehicle.

10. Request subsistence allowances, brief drivers and hand over all documentation needed to cross into Botswana, Namibia, Zambia and Mozambique.

11. Manage driver schedule, handle all inconsistencies caused by drivers and counselling of drivers.
12. Recruit, train, supervise, and evaluate department employees.

13. Supervise and manage the work of operation employees.

14. Collaborate with the other departments to integrate logistics with the business systems and processes, such as accounting and HR.

15. Responsible for handling all of operations related HR issues.

16. To build client relationships by acting as the interface between the client and operational teams within the company. The goal is to maintain the company's existing relationship with the clients, so that they will continue using the company for business. 

17. Overseeing Management of administrative duties concerning:

· Ensure fleet is in a good road worthy condition before dispatching.
· All vehicle and MHE defects are attended to.
· Sign off on all vehicle and MHE inspections and briefing sheets.

18. Ensure dispatch KPIs and targets are met.

19. Identify and be aware of potential risks that may affect normal operations.

20. Accountable for management of customer/supplier service level agreements.

21. Maintaining open and frequent channels of communication with other branched / divisions within Namlog within your sphere of responsibility.

22. Management of employees reporting to him/her.

23. Managing employees’ expectations in respect of discipline and motivation.

24. Managing operational processes and ensuring all employees have access to policies and procedures of Namlog.

25. Ensure employees adhere to code of conduct and disciplinary processes and procedures.

26. Initiation of a hearing when required.

27. Human resources i.e., Leave, Overtime, Attendance, Discipline

28. Accountable for overall administration functions of this division such as daily KPI reports, submission of overtime schedules, and discrepancy reports.

29. Manage and ensure that employees training is done at the right time and that the necessary training has been done whether mandatory or soft skills.
30. MIS submit Daily Operational Reports to Management as Business Tools. These reports are designed for Exception Management and to empower you through information. It also saves you the time and effort thereof, whilst relieving pressure from you during your daily Managerial tasks. It pinpoints behavioural patterns of both business and staff performances daily. It is imperative that Management utilise these tools to encourage continuous improvement whilst adhering to the Company Policies, Procedures and Processes. These items of measurement and their purpose are as follow:
· Open Loads: (To ensure Transactional Integrity through Debrief Processes)

· Odo’s Updating: (To enable Financial, Operational and Financial Management through LMS)


· Driver Tags: (Manage Driver Behaviour and Productivity, Vehicle Utilisation and Overtime)

· Driver Performance:(Compliance to Company Standards, to control costs and Repair and Maintenance)

· PDA Management: (100% Parcels Scanned On, Off vehicles and In or Out of Depots and Debriefing)

· Pod Management: (100% Compliance in terms of Capturing, Debriefing, Image Quality, Archiving)

· Fuel Management: (Norms, accurate and timeous capturing of Bowser and DreamWorks transactions)

· DriveCam Management: (Resolve all Events timeously. Monthly Scoring Report Analysis)
31. Integrate and Manage the Operational MIS with day to day, weekly and monthly evaluation of:
· Scheduling of appropriate vehicles for the Specials, Africa and Abnormal Operations.
· Timeous Maintenance of your Fleet to eliminate down time and late departures.
· 100% availability of forklifts and material handling equipment to perform your duties.
· On Route Communication with Specials, Africa and Abnormal Drivers.
· Utilize appropriate tie down and lashing equipment to secure cargo.
· Execute 100% correct cargo Weight Distribution on Vehicles to prevent fines.
· Briefing and debriefing of Drivers and Vehicles.
· Timeous Departures and Arrivals.
· Route Management to: Illuminate unauthorized stops.

	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


	Experience 

	*Note: Industry Experience wherever its applicable
1. Minimum of 5 years’ experience in the transport industry, with at least 2 years in management position.

2. Essential to have vast hand on experience in the loading and offloading of break bulk goods on vehicle ranging from 1 Ton to interlinks.

3. Intermediate proficiency in Microsoft Office, internet, web-based and job specific software applications.

4. Ability to read, write and speak English fluently.

5. Ability to read, write and speak Afrikaans fluently.
6. Availability to assist outside of normal working hours. 

7. Valid driver’s licence and with own transport.




	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 

	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

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Competition 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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