JOB  DESCRIPTION
NAME

POSITION  DESCRIPTION:
JOB  TITLE         :     

DEPARTMENT   :    

UPDATED            :  18.10.2012
PURPOSE  OF  POSITION:

To collect and deliver all goods countrywide as instructed by his superior. To maintain the safety, maintenance and roadworthiness of the delivery vehicle. To perform duties relating to the loading and off-loading of goods as well as regular checks on the vehicle, daily before proceeding to drive the said vehicle. To safeguard all goods carried in transit.

KEY  PERFORMANCE  AREAS:


· Collections

· Deliveries
· Vehicle, transportation, goods

· Security of goods

· Documentation

· Receiving and dispatching of goods
· Courtesy
DUTIES  AND  RESPONSIBILITIES

i. Collect goods from warehouse

ii. Deliveries to customers and branches

iii. Ensure roadworthiness of vehicle at all times

iv. Responsible for all documentation (COD. Invoices and delivery notes)

v. Ensure correct quantities are signed for and reconcile physical load with documentation

vi. Responsible for loading, transportation and off-loading and ensure that products are secured during transport

vii. Ensure that standard equipment for securing of loads is available at all times

viii. Ensure that jack and Spare wheel of vehicle are in good working order and available in vehicle at all times

ix. Comply with provincial traffic regulations and ordinances at all times

x. Communicate with the branch office in order to report progress and/or unplanned events

xi. To treat customers, suppliers and representatives with courtesy at all times

AUTHORITY

Accepting  full  responsibility  for  all  duties  and  key  performance  areas

OTHER  ASSIGNMENTS

To assist warehouse staff in key areas when the need arises.

Uphold company standards at all times

Assist in any other duty, which may be of assistance and benefit to the company

To   perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.
__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________
DEPARTMENT  MANAGER                                           DATE
__________________________                                         ___________________________
L L  ROBINSON                                                               DATE
HR  ADMINISTRATOR 
