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SMSA Express Transportation Co., Ltd.

Role Profile & Job Description

Licensee of Federal Express Corporation


HR JD 001-004

P.O. Box 63259 Riyadh 11526, K.S.A.
	Transportation Executive 
Department: Administration
Reports to: Administration Supervisor                           



	JOB SUMMARY


	Responsible for Company fleet 


	KEY DUTIES AND RESPONSIBILITIES, include but are not limited to following:


1. Receiving of new vehicles and returning of vehicles which contract has expired and sending report to finance dept. 

2. Follow up off all vehicles in workshop

3. Process and follow up of vehicles after accidents and receiving replacement with same capacity

4. Follow up of vehicle paperwork and make sure they are valid (istimara, insurance and weigh scale cards)

5. Processing of Driver’s penalty (that are to be paid by the company)

6. Follow up of vehicle cleanliness 

7. Update of all vehicles in the system

8. Represent company in rental companies, workshop and any issue related to fleet

9. Update all our drivers with new and existing rules and regulations of traffic police

10. Instruct all drivers to make report on breakdown, accident etc

11. Rental of vehicles from other sources apart from existing company in case replacements are not issued by contracted companies

12. Process of rental paperwork with accounts in regard to payments

13. Regular inspection on all vehicles to make sure they comply with company and traffic police rules and regulations

14. Filing and compiling reports on any issues related to fleet and sending to concerned departments

	KEY DUTIES AND RESPONSIBILITIES  includes but not limited to following: following:

	


	Key Performance Area 1: 
	Processing

	Key Result Activities:



	Decides/Recommends: 

	Frequency  and

% of Annual Time

	1) Doing all jobs mentioned above 

2) Fleet Supervision

             Overall  the required issues done or not done  
	Daily, Ongoing,

70%


	Key Performance Area 2: 
	Reports and Analysis

	Key Result Activities:

N.A.



	Decides/Recommends:
	Frequency  and

% of Annual Time

	Rising out related issues to the Admin Supervisor and to find resolution in an earliest time.
	Daily, Ongoing,

15%

	Key Performance Area 3: 
	Interpersonal Skills & Communications 



	Key Result Activities:
 and Renovations
1) Fluent in English language both in oral and written
2) Good knowledge of computer 

3) Understand the work very well.

4) Good experience in my work that concern admin functions.


	Decides/Recommends: 
	Frequency  and

% of Annual Time

	1). Training and experience are very essential to the company, training will let the employees grow in their respective field and will gain more knowledge and self confidence.

2). Getting good support from  my colleagues and direct manager. 


	Weekly, Monthly, and as required,

15%


	EDUCATION & EXPERIENCE

	Education 
· High School Graduate
· With computer knowledge
· Good English   

	

	Experience
4 years experience in fleet 

	


	KNOWLEDGE BASE

	List the professional / academic/ general qualifications required for the role and outline any specialist   knowledge required to undertake the role.


	ROLE REQUIREMENTS

	What is the Critical Function of this role?

· Transpiration executive role is to make sure all our vehicles comply with company policy and are unto to the standard required as company vehicle is a tool and image to market our company



	Skills: Technical competencies to undertake the role and knowledge of the      business should be included here.
	State whether
Essential or Desirable

	· Excellent interpersonal communication.

· Well versed with job requirements
	


	COMPETENCY
	LEVEL

	          Bachelor Degree or Diploma
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