	Job Description and Specifications

	Position Title
	Workshop Manager
	Position Grade
	

	Department
	Workshop
	Location
	Brentwood Park

	Reports to
	Group Fleet Manager
	Direct Reports
	None

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

	Job Code
	WM
	


	Basic Function
	The responsibility of Workshop Manager is to ensure that the division benefits from the lowest possible equipment operating costs with the highest possible vehicle uptime. To ensure that all legal, SHEQ and maintenance policies are adhered to and maintained within the region. Develop, design and maintain procedures for the workshop.



	Key Responsibilities 

	Core
	Responsibilities and essential job functions include, but are not limited to the following:
1. Maintenance Procedures and Performance

a) Implementation of budget and cost control measures

b) Ensuring compliance to maintenance and SHEQ standards and procedures

c) Ensuring fleet is maintained to manufactures specifications

d) Ensuring fleet appearance adheres to corporate standards

e) Liaising and negotiate with key suppliers on warrantee claims, servicing etc.

f) Undertaking of regular equipment audits

g) Ongoing evaluation of service and pricing of suppliers to ensure that the Fleet is maintained to the correct level but at the most reasonable price

2. Tyre Control

a) Implementation of budget and cost control measures 

b) Setting of tyre standards, procedures and controls 

c) Liaison with suppliers

d) Undertaking of regular equipment audits

e) Ensuring that scrapping of tyres is done in conjunction with a tyre manufacturer or Retreaded 

f) Ensuring tyre surveys are done and tyre condition reports are compiled.

3. Management Functions

a) Attending and presenting at monthly Maintenance meetings

b) Attending the monthly Operations and Commercial meetings and daily maintenance and operations meetings

c) Attending Shop Steward and SHEQ meetings as per Regional Requirements 

d) Ensuring regular and accurate communication between operations and maintenance departments

e) Ensuring that all relevant paperwork is completed accurately and timeously 

f) Managing staff according to group HR policy 

	EHS
	1.  Adhere to PPE requirements of the company
2. To adhere to all of 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 “10”, Heavy duty or code “C” or higher.

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

	Experience 

	1. Minimum of 10 years’ experience in the transport industry, with at least 6 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.
5. Must be able to analyze parts failure reports.


	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

· Database 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
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I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.
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