	Job Description and Specifications

	Position Title
	Operations Supervisor
	Position Grade
	

	Department
	Komatsu PDC
	Location
	Germiston

	Reports to
	Contract Manager
	Direct Reports
	Checker Graders, Forklift Driver, Dispatch Controller

	Internal Relations
	Branches, Specials and Abnormal, IT, Tracking, Risk, Human Resources, Komatsu PDC In-house team  
	External Relations
	3rd Party Service Providers, Komatsu PDC/Reman customers representatives, Komatsu branch representatives.

	Job Code
	OS
	


	Basic Function
	The responsibility of the Operations Supervisor is to provide planning, leadership and coordination of the Komatsu In-house functions. This includes the monitoring and supervising of the operations efficiencies and cost effectiveness, as well as the actual day-to-day running and performance of the Komatsu In-house.


	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. Identify and be aware of potential risks that may affect normal operations.
4. Conduct daily toolbox talks.
5. Input and actions must be aligned to meet the SLA requirements of the Komatsu PDC and all external Komatsu branches.
6. Maintain open and frequent channels of communication with Namlog Brentwood Operations and other divisions within Namlog, to ensure the smooth day-to-day running of the Komatsu In-house.
7. Management of Komatsu PDC In-house staff reporting to him/her, including but not limited to checking and following up on daily staff attendance, capturing all overtime hours worked, including labour broker staff and submission of all leave applications to HR. 
8. Manage Komatsu PDC In-house staff expectations, by engaging staff, to ensure staff are motivated to perform at their best and staff morale are high.  
9. Ensure staff are familiar with and adhere to the Namlog Code of Conduct, as well as the disciplinary processes and procedures.
10. Recommend and administer policies and procedures to enhance operations.
11. Initiation of disciplinary enquiries as and when required in conjunction with the Namlog IR department.
12. Accountable for daily, weekly and monthly allocated administration functions at the Komatsu PDC In-house.
13. Manage the expenses at the Komatsu PDC In-house, as per guidance from the Contract Manager, including the company stand-by cellphone as well as printing and stationary cost.   

14. Manage and ensure that staff training is conducted whenever new operational processes and procedures are introduced at the Komatsu PDC In-house.
15. Complete attendance registers for all training conducted with Komatsu PDC In-house staff.
16. Direct inbound and outbound logistics operations, such as loading of vehicles warehouse activities, safety performance, and quality management.

17. Be aware of the financial impact of proposed logistics changes, such as routing, shipping modes, product volumes and mixes, and carriers etc.

18. Participate as and when required in the development of new project proposals.

19. Provide input in establishing and implementing short and long-range goals, objectives, policies, and operating procedures.

20. Promotes positive relations with internal and external clients, partners, vendors, and transport service providers.
21. Provide on-the-job training, including job-shadowing, supervision and constant evaluation of new staff at the Komatsu PDC In-house.
22. Promote and enhance team member’s skills and versatility through training.
23. Supervise and manage the daily activities of all Komatsu PDC In-house staff and delegate tasks as and when required.
24. Identification of required corrective action needed to improve operational targets and enforcing measures to monitor results.
25. Ensure daily dispatch KPI’s and targets are met.
26. Evaluate daily loads and weekly cross-border shipments, including Mozambique and Zambia loads, to determine the correct vehicle requirements and communicate the requirements to Namlog Brentwood Operations and Specials division. 
27. Ensure daily QC process is strictly followed and maintained and all discrepancies are captured for record and client usage purposes.
28. Arrange transport with Specials division for machine downs or as required by the Komatsu branches after-hours.
29. Management and reduction of labour broker ad hoc usage.
30. Manage the Komatsu PDC In-house with full deployment of company technology and processes at your disposal.
31. Team Player – Positively promote good working relations and ethics within your team.

	EHS
	1.  Ensure that the business unit adheres to prescribed regulatory stipulations such as OHS, Safety and Security, Namlog policies and procedures.

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 of five years’ experience in logistics and transportation

2. Minimum of three years supervisory experience required.
3. Availability to assist outside of normal working hours. 

4. 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 

· Influence 

· Initiative 

· Team Leadership

· Change Leadership 

· Planning & Organizing

· Decision Making

· Teamwork 

	Competencies - Technical 

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

· In-house System (LMS, KWMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge
· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Equipment Management 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


Date of Release: 18/08/2023

	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	Contract Manager
	Divisional Director


I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.
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