	Job Description and Specifications

	Position Title
	RDT Supervisor
	Position Grade
	

	Department
	Epiroc RDT
	Location
	Jet Park

	Reports to
	RDT Manager
	Direct Reports
	Forklift driver and Checker Grade 1

	Internal Relations
	Epiroc Operations, Branches, Human Resources, Workshop, Finance.
	External Relations
	Customer, Third Party Service Providers and Security

	Job Code
	Sup
	



	Basic Function
	The RDT Supervisor is a vital support role to the RDT Contract.   This position involves planning of routes and vehicles together with system processing of goods received.  Supervising of the RDT operation and ensuring the efficiency of the operation.



	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. Capture all verified goods handed over from Receiving onto LMS.
2. Should goods be classified as dangerous goods to confirm Material Safety Data Sheet (MSDS) is attached to goods.
3. Paste Namlog waybills and LMS sticker on the relevant parcels.
4. Planning of routes and vehicles according to delivery schedule and stock volumes received.
5. Opening of loads on LMS according to the planned routes.
6. All related load scans.
7. Prepare delivery pack (documents) for security to check.
8. Hand over delivery pack to driver for him/her to check the stock vs their documentation and ensure driver signs to acknowledge correctness thereof.
9. Oversee loading of vehicles and sign off on Manifest once satisfied that vehicle has been loaded correctly and goods secured adequately.
10. Conducting and verification of vehicle inspections


	EHS
	1.  Adhere to PPE requirements of the company.
2. Adhere to all health and safety regulations for the company and the client.



	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. MS Office and computer courses will be advantageous.
3. Logistics and Supply Chain Management or Transport Management related qualification will be advantageous.


	Experience 

		*Note: Industry Experience wherever its applicable

1.	Minimum 5 years’ experience in logistics and transportation.
2.	Minimum 2 years’ supervisory experience beneficial.
3.	Availability to assist outside of normal working hours. 
4.	Valid driver’s license and with own transport.




	Competencies - Professional 

	· Adaptability
· Continuous Learning
· Communication 
· Organizational & Environmental Awareness 
· Creative Thinking
· Conflict Management 
· Risk Management 
· Initiative 
· Influence
· Planning & Organizing
· Teamwork

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge
· Inhouse System (LMS, etc.)
· Language Proficiency knowledge (English)
· Compliance Management Knowledge
· Security Monitoring and Inspections Knowledge
· Management of Health and Safety Knowledge
· Total Quality Management Knowledge
· Dangerous Goods Knowledge
· Internal Audit Compliance Knowledge





	Competencies – EHS

	· Knowledge of basic environment health and safety requirements
· Awareness of EHS requirements in the QEHS management systems
· 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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