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JOB TITLE		Second in Charge (2IC) – Kalgoorlie Yard

DATE			

REPORTS TO		Kalgoorlie Manager 


	JOB DESCRIPTION

	

	Purpose of role
	Support the Yard Manager in the day-to-day running of the Kalgoorlie yard, taking full responsibility for operations, staff and site in the Yard Manager's absence. The role combines hands-on supervision of yard and drivers with administrative and accounts duties, ensuring the yard runs safely, efficiently and in line with company policy at all times.

	
Main duties and responsibilities








	
Core objectives include: 

1. Leadership / Supervision
· Acting as the primary point of contact for yard and driving staff when the Kalgoorlie Manager is unavailable or offsite
· Allocating daily tasks to yard staff and drivers in line wi9th operational priorities
· Monitoring staff performance, conduct and attendance, and reporting concerns to the Kalgoorlie Manager
· Supporting the induction and on-the-job training of new yard staff and drivers
· Leading by example of safety, punctuality and professionalism
· Escalating operational, staffing or safety issues to the Kalgoorlie Manager or State Operations Manager as required 
2. Daily yard operations
· Coordinating the flow of trucks, trailers and freight in and out of the yard.
· Scheduling and sequencing loading and unloading to minimise delays.
· Liaising with drivers regarding load allocation, delivery schedules and site access.
· Monitoring yard housekeeping, equipment condition and general site presentation.
· Ensuring forklifts, cranes and other yard equipment are operated safely and within licence/certification requirements.
3.    Weighbridge & load documentation
· Operating the weighbridge and recording weights accurately for all inbound and outbound loads.
· Checking and processing weighbridge dockets, delivery paperwork and consignment notes.
· Ensuring load documentation complies with mass, dimension and load restraint requirements.
· Maintaining accurate weighbridge and freight records in the transport management system (Bustle).
4.    Administration
· Managing yard correspondence, phone calls and reception duties.
· Maintaining accurate filing, data entry and records management for the site.
· Entering bookings into Bustle (TMS) and conducting manifesting of loads (ex-Kalgoorlie)
· Preparing and maintaining staff timesheets, rosters and leave records for submission to head office.
· Assisting with the preparation of reports and correspondence as requested by the Yard Manager.
5.    Customer service
· Communicating with customers regarding bookings, deliveries, pick-ups and account queries.
· Handling customer enquiries and complaints professionally, escalating where necessary.
· Maintaining positive working relationships with regular customers and site contacts.
6.    Compliance & safety
· Complying with and helping enforce the Sykes Transport Safety Management Plan.
· Complying with Western Australia's fatigue management laws and ensuring driver records are up to date.
· Complying with dangerous goods transport regulations and controlled waste licensing requirements.
· Ensuring load restraint, mass and dimension compliance (WAHVA) for all outgoing loads.
· Reporting incidents, near misses and hazards in line with company procedure.


	Other duties
	· Assisting with local delivery work where required.
· Assisting yard workers with loading general freight during peak periods or staff shortages.
· Filling in for the Yard Manager on rostered days off, leave or absence.
· Any other duties reasonably requested by management.


	
	The above list is not exhaustive and the role may change to meet the overall objectives of the company.



	PERSON SPECIFICATION

	

	Qualifications 
	Fatigue Management Training
HRWL (forklift)
HR/HC license (desirable)
Certificate in Business Administration, Logistics or similar (desirable, not essential).


	Experience

	Minimum 5 years’ experience in transport, logistics or yard environment


	Knowledge
	Loading and load restraint
Controlled Waste
Dangerous Goods
WAHVA requirements, including mass and dimensions
RAV permit system and routes
Basic bookkeeping/accounts processes


	Skills & competencies
	Customer service focused: committed to providing exceptional customer service across all channels – written, phone and face to face.     

Communication: the ability to communicate clearly and concisely, varying communication style depending upon the audience, including when directing staff.

Leadership: able to allocate work, motivate staff and resolve day-to-day issues on-site.

Attention to detail: excellent attention to detail and accuracy, particularly for weighbridge records, invoicing and compliance documentation.

Commerciality: ability to apply knowledge in a practical, commercial manner. 

Teamwork: willingness to assist and support others as required and get on with team members. 

Time management/organisation: accomplish objectives effectively within time frame given, and carry out administrative duties within portfolio in an efficient and timely manner.


	Personal attributes

	Professional approach.
Ability to work under pressure.
Organisational and time management skills.
Excellent attention to detail.
Confident, assertive manner.
Positive approach to change.


	Other
	· Full availability required, including flexibility to cover Yard Manager duties outside standard hours where operationally necessary.
· Clean driving licence (desirable).
· Current National Police Clearance (desirable, or willingness to obtain).



This job description serves to illustrate the scope and responsibilities of the post and is not intended to be an exhaustive list of duties. You will be expected to perform other job-related tasks requested by management and as necessitated by the development of this role and the development of the business.
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