	Job Description and Specifications

	Position Title
	Operations Supervisor
	Position Grade
	

	Department
	Mellets
	Location
	Kathu

	Reports to
	Mellets Operations Manager
	Direct Reports
	General Workers, Forklift Drivers, Drivers, Team Leader 

	Internal Relations
	Mellets Operations, Hub and Line Haul, Workshop, POD, Abnormals, Specials, Finance, IT
	External Relations
	3rd Party Service Providers, Customers

	Job Code
	OS
	


	Basic Function
	The responsibility of Operations Supervisor is to provide planning, leadership and coordination of the branch receiving Induction, loading and collection functions. This includes the monitoring and supervising of the functions, as well as the actual day-to-day performance of the various functions.


	Key Responsibilities 

	Core
	1. General

a) Responsible for transportation analysis, network optimization opportunities with key customers, and subsequent cost savings analysis and implementation strategies
b) Monitor scheduled pickups by distributors, communicates deviations and resolves issues with clients regarding logistics and active shipments.
c) Track multiple issues to successful resolution.

d) Provide timely responses to questions from clients regarding logistics and active shipments and returns.

e) Review on-time and delayed international inbound shipments and expedite as required.
f) Establish or monitor specific supply chain-based performance measurement systems.

g) Manage transition toward deliveries to customers.

h) Maintain metrics, reports, process documentation, or training or safety record.

i) Plan and monitor daily staffing schedules and adjust accordingly to ensure adequate staffing levels that support operational demands and business objectives. 

j) Ensure directives, rules and procedures are communicated to all operations' staff.

k) Ensure safety methods, practices and programs are implemented and maintained.

l) Ensure that freight is being moved in a safe and timely manner utilizing appropriate equipment and tools. 

m) Maintain a clean, professional, and safe working environment by inspecting and scheduling maintenance and ensuring that all office and warehouse equipment is properly accounted for and in safe working condition.

n) Utilize superior communications skills to motivate staff and develop effective working relationships with peers, executives, and clients.

o) Manage and oversee administrative functions to ensure all paperwork is processed efficiently and in a timely manner and meets all compliance requirements.

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

q) Accountable for management of customer/supplier service level agreements.

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

2. Linehaul arrivals
a) Receive linehaul loads on LMS.

b) Take photos of the incoming linehaul and send it to the Ops manager and Branch Manager.

c) Take photos of the inside of the truck before offloading. Report any defects on the truck on arrival. 

d) Any damages on stock must be recorded and photos to be taken whilst still on the vehicle to determine the cause of the damage.

e) Debrief linehaul driver on trip, briefing sheet and VEC. Confirm all equipment sent from JHB is on the vehicle. Should anything be short driver to be interviewed immediately before he goes to sleep.

f) Assign staff to offload scan the linehauls.

g) Check variances and ensure they are scanned to close the load. In the event items are not on load contact JHB immediately and report the matter to Management. Do the incident report and send it to the relevant parties. Ops manager to load on Potential claims report.

h) Close load with correct driver and ODO

i) Download all photos in a date folder on the server.

3. On time departures

a) Ensure trucks are loaded and scanned.

b) Ensure trucks leave by no later than 7:00 to keep to SLA times with customers.

c) Ensure linehaul departure at 17:00 in the afternoon.

4. Reports

a) Daily stock on floor report to be accurately completed with reasons for not delivering as well as planned delivery date.

b) Incident reports to be completed daily on damages, Missing items, and damages to vehicles.

c) Daily ODO Updates
d) Integrate and Manage the Operational MIS with day to day evaluation of:
i. Collection and Delivery Quality and Productivity.
ii. 100% Scanning Disciplines.
iii. 100% Debrief Operation.
iv. Positive effect on Linehaul departures and arrivals.
v. Maintenance of your fleet were required.
vi. Vehicle performance with regards to operational efficiencies were required.
vii. Driver Performances.
viii. Fuel Consumption.

ix. 100% availability of forklifts and material handling equipment to perform your duties.
x. Eliminate unauthorized stops.

5. Receiving

a) Items received from walk in customers. Check items for any damages and correct packaging.

b) Do the dimensions on parcels whilst customer is still at the depot.

c) Get the customer to complete the waybill and to ensure that the correct contact details is on the waybill with the order number and delivery address

d) Ensure items are clearly marked with Destination, Waybill number and order number. Get the client to complete the package label and stick it on the parcel

e) Ensure the sender signs the waybill before departing

f) Capture waybills for deliveries to Clients and print stickers

g) Place the stickers on the parcels and ensure its moved into the correct location for loading.

h) Ensure that Dimensions are on each waybill before capturing. 

i) All driver doing collections must report to Receiving and debrief collection at receiving. Capture all collections waybills with correct dimensions and weight.

6. Incident reports

a) Report all incidents in writing to management by completing the standard incident report form

b) Take photos of the incident and add it to the incident report

c) Follow up on all incidents and in writing

d) Incident reports are done on the following incidents, Damages, Vehicles, Accidents, Disciplinary events. 
e) Monitor and resolve Drive Cam events.

7. Planning

a) Ensure all drivers are at work before loads are planned. Report any absent drivers to management.

b) Execute daily planning of deliveries by utilizing the stock on floor report.

c) Prioritise stock on floor older than one day

d) All express freight get priority as Komatsu, Epiroc and Toyota, Babcock and Osborn

e) Open loads for shipment and allocate GW to start preparing the load by checking and scanning freight onto the load

f) Assign loading to the forklift driver.

g) GW to close the truck once loading has been completed.

8. HR

a) Baseline discipline to be handled by each Supervisor where drivers don’t follow the SOP of the company

b) Warnings to be issued on attendance, Tardiness, Incident reporting, etc.
c) Management of employees reporting to him/her.

d) Managing employees’ expectations in respect of discipline and motivation.

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

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

g) Human resources i.e., Leave, Overtime, Attendance, Discipline

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

9. Fleet

a) Vehicle checks to be done daily

b) Check condition of each vehicle

c) Check cleanliness of the vehicle

d) Check tie down equipment and book back into warehouse
e) Check for damages and report immediately

f) Ensure fleet is in a good road worthy condition before dispatching 
g) Ensure tyres are roadworthy

h) Ensure regular services take place

i) Ensure wheel alignment is done every 2 months or 15000km

10. Drivers

a) Check each driver has the correct PPE and that the PPE is clean and neat

b) Brief drivers on deliveries as well as collections

c) Issue the drivers with a PDA and First aid kit. Drivers must sign PDA and Kits out and back in.

d) Any damages to PDA must be reported immediately and incident report must be completed. Arrange disciplinary enquiry for damaged PDA to recover the cost of the repair.

11. House Keeping

a) Ensure daily housekeeping is done.

b) Warehouse to be cleaned by General workers

c) Daily yard checks and ensure yard is cleaned

d) Yard must be swept with a broom where there is an accumulation of sand.

e) Set tasks to Forklift driver moving of Items into allocated areas

f) Daily forklift inspections on all forklifts completing the checklist to ensure equipment stays in working order.

g) Closing up at night: ensure all windows in the building is closed, all lights have been switched off and all doors closed. Ensure alarm is activated.

h) Check security guard is on duty and contact security company in the event the guard is late. 

i) Ensure all vehicle windows are closed and that all paperwork is filed away in the correct place

12. Linehaul departures

a) Ensure that the load has been created for the linehaul

b) Get the general workers to get all items together for loading.

c) Capture waybills and let the general workers load the vehicle with the forklift driver

d) As stock for the linehaul comes in ensure mass and dims have been done and ready for loading.

e) Once all have been scanned check the variance report

f) Ensure that linehaul has been correctly packed and that everything has been tied down properly. No linehaul to depart that has not been checked by the supervisor and manager.

g) Take photos of the items loaded and send to Ops manager and Branch Manager.

h) Linehaul driver to check his vehicle before departing. Supervisor to ensure that the check sheet is completed correctly, and that all information has been recorded on the form.

i) Briefing sheet and VEC to be completed and sent to receiving branch.

j) Print the manifest and VEC and complete equipment register and send to receiving warehouse. All Receiving VEC and Departing VEC must be given to the Ops administrator to capture on the equipment report and be filed.

k) Ensure truck leaves on time

l) Express must depart by 17:00, Eco 1 by 17:30 and so on.

	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 5 years’ experience in logistics and transportation

2. Minimum 3 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 

· Stress Management

· Influence 

· 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

· 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

· Route Planning Knowledge 

· Competition Knowledge

· Dangerous Goods 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: 31/07/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	General Manager
	Operations Director


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.

	Employee Name:
	Signature:
	Date:
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