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		ROLE PROFILE 

	Job title
	Transport Supervisor
	Date
	July 2017

	Business
	Samworth Brothers Supply Chain

	Department
	Fleet Maintenance

	Location
	Oak Meadow

	ROLE SUMMARY 

	Reporting to the Transport Shift Manager this key role is responsible for owning and managing the shift.  By empowering the team, they will develop a high performing transport team that will focus on delivering the Transport plan.  Responsible for the safe, efficient and cost effective management of all identified tasks, whilst ensuring the team are working to the required standards, individually and as a whole. 

Responsible for running the Transport function when on shift ensuring the efficient and cost effective management of all operational activities in this area. Ensuring all KPI measures and key tasks are continually met and exceeded.


	REPORTING STRUCTURE

	Reports to
	Transport Shift Manager

	KEY ACCOUNTABILITIES AND RESPONSIBILITIES 

	· To ensure that all members of the transport team complete their tasks in an efficient and accurate manner.
· To manage the daily legal compliance of the transport operation ensuring that all relevant processes and procedures are followed:
· Tacho V’s timesheet check, at least 2 per shift.
· Ensure that all required equipment is presented to the Vehicle Maintenance Unit.
· Making sure that no defected kit leaves site through promoting daily vehicle checks, highlighting the dangers of PG9 defects…etc:
· At least 2 driver vehicle checks must be confirmed and signed:
· 1 pre-op and 1 post-op per shift.
· Ensure that vehicle defect procedure is followed correctly.
· Manage all Health & Safety matters in Transport Operation:
· All investigations relating to personal injuries or Vehicle accidents must be completed within a 24 hour period immediately after the incident.
· Accident form to be completed in the presence of relevant employee (person involved).
· Completed summary and full investigation forwarded to the Transport Manager.
· Relevant disciplinary procedure adhered to if necessary.
· To manage and maintain all information recorded on TMS traffic pad during the course of their shift
· Info to manage on TMS:
· Pallet quantities “actuals” must be 100% accurate.
· All Driver run sheets must be 100% accurate.
· All DOT info must be 100% accurate.
· Reason codes/IR’s must be raised for all non-conformances.
· All de-brief must be completed while driver is on-site.
· All loads must be recorded, including specials and courier information.
· T&A system must be accurately updated with all relevant info for drivers.
· All information relating to agency drivers must be recorded on relevant paperwork.
· All returns must be managed effectively to eliminate any potential claim against the company.
· To manage the financial performance of the transport operation while on shift:
· Agency usage controlled and recorded.
· Special deliveries; controlled recorded & PO raised.
· Driver hours scrutinised:
· At least 2 drivers per shift, must have runs interrogated by Supervisor.
· Any driver exceeding expected return time by more than 60 mins must be questioned by Supervisor.
· To complete a thorough handover process at the start and end of each and every shift.
· Manage all transport team absence including RTW interviews, investigations and disciplinary procedures.
· Ensure that all collections/deliveries are managed and carried out within the planned booking window (where possible) and ensure that DOT is managed and maintained at a level exceeding 90%

	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	· Good interpersonal skills
· Teamwork
· Good analytical skills
· Continuous Improvement Focus
· Health and Safety Focus


	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.
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