	Job Title:
	Transport Administrator
	
	Department/Location/Grade:
	Transport/ Cambuslang

	
	
	
	
	

	Reports To:
	Depot Admin Manager

	
	People Responsibility: (No. of Direct Reports)
	0

	
	
	
	
	

	Interfaces
	
	Main Purpose

	External

· Sub Contractor Business Partners
· Service Agents

	
	· Undertake all administration duties associated with the efficient running of the Transport Department including ensuring all legal requirements are met


	Internal

· Transport Department
· Warehouse Department
· Customer Services

	
	Key Outputs

	
	
	· Responsible for Data Entry and Printing and Filing of reports
· Work with The Depot Admin Manager covering all aspects of administration
· Ensure all Debrief Admin and reports is completed on a daily basis
· Liaise with Customer Services ensuring all issues are logged and reported within process
· Reconciliation of Electronic POD system hardware at the end of the day
· Ensure all POD info for daily volumes have been captured in line with process


	
	
	
	

	KPI’s
	
	

	· Daily Tasks and reports completed and sent in line with daily requirements
· Ensure all outstanding POD information is captured in line with requirements 
	
	· 

	
	
	
	

	Knowledge/Skills
	
	

	Functional
	Behavioural
	
	

	· Logistics: Understanding of Logistics , primarily within transport.
· Understands the legal requirements around transportation

	· Business partner: Foundational – has basic understanding of the role of a transport administrator
· People Skills:
Ability to work with and communicate with all associates up to and including Director level
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	Experience / Qualifications

	
	
	
	· Previous experience of working within a fast paced transport department
· Experience working with Microsoft Excel

· Experience of working with JDE or similar system
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