	Job Description and Specifications

	Position Title
	Vehicle Assistant
	Position Grade
	

	Department
	Toyota
	Location
	Benoni

	Reports to
	Supervisor
	Direct Reports
	None

	Internal Relations
	Toyota Operations, Workshop, Tracking, Risk, Human Resources
	External Relations
	3rd Party Service Providers, collection and delivery customers

	Job Code
	VA
	


	Basic Function
	The Vehicle Assistant’s responsibility is to assist the driver with the collection of cargo and delivery of cargo from one location to another location, vehicle inspection, parcel inspection for quantity and quality, loading of cargo, load securing, compliance with the laws of the land, offloading of cargo and professional customer service.  


	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 shift starting.
3. Must clock in 15 min before the start of shift and clock out not later than 15 min after the return. 

4. Report to their allocated dock and start sorting parts in the correct delivery sequence for that specific route.

5. Drivers to scan freight, and Vehicle Assistants to ensure the parcel is scanned before loading.

6. Freight must be inspected for visible damage before and during loading. 

7. Potentially damaged parts must be sent for inspection.

8. Safe loading and securing of freight once collected from Namlog premises, In-houses, and all customers.
9. Load the vehicle according to instructions from management and safety standards. (Ensure that the freight will not be damaged on route)

10. At the delivery point the correct parts must be identified in accordance with the paperwork, delivered to the customer, and obtained signature of delivery (POD).

11. Conduct themself in a friendly professional manner when interacting with clients.

12. Return parts must be inspected for damage before accepting and loading.
13. Return parts must be handed to the RFC department on return and signed for.

14. The driver must ensure that the vehicle must be parked in a safe area when offloading or alternatively be under constant monitoring by the vehicle assistant. 

15. Attend the debrief session together with the driver and management.

16. Keep the interior and exterior of the vehicles clean.



	EHS
	1.  Adhere to PPE requirements of the company.
2. Adhere to all health and safety requirements of the company and on clients’ sites


	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) 



	Experience 

	*Note: Industry Experience wherever its applicable
1. 3 years’ experience in transport industry beneficial




	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Risk Management 

· Stress Management
· Initiative 
· Planning & Organizing
· Teamwork

	Competencies - Technical 

	· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management 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
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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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