	Job Description and Specifications

	Position Title
	Rates Administrator
	Position Grade
	

	Department
	Billing
	Location
	Brentwood Park

	Reports to
	Accounts Receivable Manager
	Direct Reports
	None

	Internal Relations
	POD, IT and Contract Logistics 
	External Relations
	Customers 

	Job Code
	RA
	


	Basic Function
	Loading of new customers, capturing, and updating rates on LMS


	Key Responsibilities 

	Core
	1. Update rates for clients in LMS

2. Create new customers and routes in LMS and ensure appropriate approval is obtained for changes

3. Updating of monthly fuel levy changes

4. Perform pre-invoicing for selected clients

5. Maintain VAT Advance payment reconciliation 

6. Support Account Executives, Billing Clerks and Customer Managers
7. Maintenance of documentation fees on LMS



	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) with Accounting and Mathematics

2. Finance related qualification.


	Experience 

	1. Minimum of 3 years related experience

2. Experience in Logistics or transport industry will be beneficial 

*Note: Industry Experience wherever its applicable



	Competencies - Professional 

	· Adaptability

· Communication 

· Conflict Management 

· Stress Management

· Planning & Organizing

· Teamwork 



	Competencies - Technical 

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

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements




Date of Release: 20/09/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	HRD
	CFO


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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