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	POSITION
	:
	Logistic Support

	REPORTING TO
	:
	PROCUREMENT TA Lead

	SECTION/DIVISION
	:
	PROCUREMENT SECTION


A.	Requirements

	Educational Level 
	:
	University degree (required); associate or bachelor’s degree in logistics, supply chain management, or a related field (preferred).    

	Specialty/Qualification
	:
	Proven experience in logistics, transportation, or warehousing. 

	
Work Experience      
	:
	Knowledge of logistics principles and practices. 

	Skills
	
	· Knowledge of logistics principles and practices. 
· Proficiency in using logistics software and Microsoft Office Suite (Excel, Word, Outlook). 
· Strong organizational and time management skills. 
· Excellent communication and interpersonal skills. 
· Ability to work independently and as part of a team.    
· Strong problem-solving and analytical skills.    
· Sound knowledge of Incoterm 2020


	Competency
	:
	Definition is described in “Competency reference of NSRP Performance Appraisal”

		#
	Competency
	Detail
	in Common
	In Particular

	
	
	
	
	
	

	1
	Knowledge and skills
	Job Knowledge
	✔
	
	

	2
	
	Planning
	✔
	
	

	3
	
	Communication
	✔
	
	

	4
	Safety
	Safety
	✔
	
	

	5
	Work Attitudes
	Results oriented
	✔
	
	

	6
	
	Teamwork
	✔
	
	

	7
	
	Adaptability
	✔
	
	

	8
	
	Creativity & innovation
	✔
	
	

	9
	Management skills
	Decision making
	✔
	
	

	10
	
	Mentoring and coaching
	✔
	
	

	11
	ERP System
	SAP Ariba or SAP ECC
	✔
	
	















	


B.	Purpose

The logistics Support role ensures smooth and efficient flow of materials, and personnel. The Logistics Support plays a vital role in maintaining accurate records, coordinating shipments, and resolving logistical challenges to meet the schedule and ensure timely and efficient delivery of material and also support core logistics staff in achieving productivity, accuracy, and compliance.

C.	Responsibility

Transportation Coordination:  
· Arrange and coordinate transportation of goods, including scheduling pickups and deliveries. 
· Select appropriate carriers and transportation modes based on cost, time, and specific requirements. 
· Prepare and process shipping documents, such as bills of lading, packing lists, and customs forms. 
· Track shipments and provide updates to relevant stakeholders. 
· Resolve transportation-related issues, such as delays, damages, or shortages. 

Documentation and Reporting:  
· Maintain accurate records of all logistics activities, including shipping documents, and transportation logs. 
· Generate reports on logistics performance, such as on-time delivery rates, inventory levels, and transportation costs. 
· Ensure compliance with all applicable regulations and company policies.

Customer Service:  
· Respond to inquiries from internal and external customers regarding shipment status, delivery schedules, and other logistics-related matters. 
· Provide excellent customer service and resolve issues in a timely and professional manner. 
· Coordinate with customer service teams to provide accurate delivery information.

D.	Accoutability

· Tracking all Purchase Order including FCA/EXW/CPT Purchase Order
· Expediting and Monitoring Delivery of Material
· Close Coordination with Core Logistic Team
· Coordinate with Logistic Partner
· Daily/Weekly Report of Status of Delivery of Material
· Work Closely with TA Procurement team for PO status
· Maintain accurate record of all logistic activities
· Inform any bottleneck issue to TA lead.

E.	Latitude for Actions or Decisions

F.	Supervisory Responsibility

Direct Supervises                       : NA
Total Staff Supervised                : NA
G.	Agreement

Agreed by Job Holder		:

Agreed by Manager		:

Approved by HR&T manager	:

