	[image: image1.jpg]Express




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.
	                                                                         Regional Supervisor Retail
                                                                                            Department: Retail 
                                                            Reports to: Regional Manager Retail


	
	



	JOB SUMMARY


	Regional Supervisor can be assigned to various shifts. The Regional Supervisor is responsible for monitoring and supervising the input, movement, process/sort, and output of various functions of the Retail within the region to ensure a high level of service quality.



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


	Key Performance Area 1: 
	Monitoring


	Supervises the Retail’s pickup and delivery within the assigned Region. Monitors daily Retail performance reports and acts upon areas which require problem solving and improvement. Assigns Retail Executives to business zones and ensuring all retail centers adhere to opening & closing timings. Ensures proper routing within the assigned retail centers and zones. Ensures smooth flow of package acceptance procedures.



	Decides/Recommends: 
	Frequency  and

% of Annual Time

	Assesses accuracy and confirms that work meets business standards and policies/procedures in taking actions within own authority/recommending those actions requiring higher authority


	Daily, Ongoing,

50%


	Key Performance Area 2: 
	 Reports and Analysis

	Key Result Activities

Performs an overall audit function on packages in retail centers. 

Provides periodic information and reports regarding supervised employees.

Inspects facilities and ensure good company image and safe working environment.



	Decides/Recommends:
	Frequency  and

% of Annual Time

	Assess accuracy of received reports, recommends design of reports to meet higher authority requirements, for approval of format/coverage.


	Daily, Ongoing,

20%

	Key Performance Area 3: 
	  Team Supervision


	Key Result Activities:
Ensures collective high standards of performance from the team, communicating/ allocating work requirements, priorities, expectations, and responsibilities. Guides/trains team members on work procedures and systems. Motivate team members to create a productive and cordial atmosphere that meets deadlines and achieves objectives.


	Decides/Recommends: 
	Frequency  and

% of Annual Time

	Ensures collective high standards of performance from the team, communicating/ allocating work requirements, priorities, expectations, and responsibilities. Guides/trains team members on work procedures and systems. Motivate team members to create a productive and cordial atmosphere that meets deadlines and achieves objectives.

	Weekly, Monthly, and as required,

20%

	Key Performance Area 4: 
	Interpersonal Skills & Communications 



	Key Result Activities:
Assists management by answering questions concerning deliveries and package status.

Coordinates the work activities within the assigned Region; answers questions and provides guidance in solving work problems.



	Decides/Recommends: 
	Frequency  and

% of Annual Time

	Possess Excellent Interpersonal Understanding. Strong Achievement Drive And Initiative, expected to neat in appearaance.strong communications skills, Strong Ability To Impact And Influence.


	Weekly, Monthly, and as required,

10 %


	EDUCATION & EXPERIENCE

	· Bachelor Degree or Diploma 

· Five Years work Experiences in Retail administration related position 

· SMSA Retail experiences are preferred.

 
	

	
	


	KNOWLEDGE BASE

	 


	ROLE REQUIREMENTS

	· Scheduling and time management skills.

· Interpersonal and communication skills.

· Problem Solving Skills



	Skills: Technical competencies to undertake the role and knowledge of the business should be included here.

· Excellent communication and reporting skills.

· Excellent Interpersonal Understanding.

· Leadership skills 

· Computer Skills.


	State whether

Essential or Desirable
Essential 

	
	


	COMPETENCY
	LEVEL

	Bachelor Degree or Diploma 
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