	Job Description and Specifications

	Position Title
	Workshop Foreman
	Position Grade
	

	Department
	Workshop
	Location
	Brentwood Park

	Reports to
	Workshop Manager
	Direct Reports
	None

	Internal Relations
	Jhb Operations, Hub and Line Haul, HR, IT, Branches, Clearing, Inhouses, Specials, Tracking
	External Relations
	3rd Party Service Providers

	Job Code
	WFAE
	


	Basic Function
	The Foreman is responsible for maintaining mobile and stationary equipment in a safe and effective manner. Providing these services in an effective and efficient manner will ensure the reliability and safety of all mobile and stationary equipment


	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. Perform maintenance and repairs to mobile and stationary equipment to ensure that the equipment is available, reliable and safe. 
2. Perform preventative and proactive maintenance on all mobile and stationary equipment including trucks, trailers, pickups, forklifts, and all equipment that falls under the workshop when needed.
3. Inspect mobile and stationary equipment for defects or required repairs.
4. Supervise others involved in maintenance tasks and train learners accordingly.
5. Advise relevant managers of required major repairs or replacements to mobile and stationary equipment in time.
6. Maintain safe working conditions and adhere to occupational health and safety regulations.
7. Assist with administrative duties related to vehicle maintenance.
8. Prepare preventative and proactive maintenance schedules.
9. Maintain inventory control over equipment and supplies.
10. Order replacement equipment, parts, and supplies
11. Assist in risk management activities.
12. Maintain maintenance and repairs logs and records.
13. Manage all workshop staff.


	EHS
	1.  Adhere to PPE requirements of the company.
2. To adhere to all Namlog policies, procedures and SHE requirements.



	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. Red Seal Diesel Mechanic Trade

3. Own transport.
4. Must have a driver’s license, code “14”

5. Availability and willingness to assist outside of normal working hours. 

	Experience 

	1. Minimum of 6 years’ experience in the transport industry, with at least 3 years in fleet maintenance and operations management position.
2. Computer literate and able to utilise LMS, Microsoft Word, Excel and Outlook proficiently.
3. Must have working experience in the running repairs of vehicles: Attend to on road breakdowns; change wheels/tyre’s; change, bleed and adjust brakes; change starter, alternator, water pump and V belts; general electrical and mechanical repairs; small body repairs and welding; small service work – change filters, oil, and inspect oil levels; change Radiators; service or change wheel bearings; bleed fuel injection system.

4. Must be prepared to work overtime as & when operational requirements dictate.




	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 


	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

· 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: 27/07/2023

	Prepared by:
	Reviewed by:
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	Manager
	Group Fleet 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.
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