
JD: 0019
LOGISTICS COORDINATOR
	JOB TITLE
	Logistic Co-ordinator 

	DEPARTMENT
	Purchase / Logistics

	REPORTING TO
	In Charge – Procurement Logistics & Service Contract

	RESPONSIBLE FOR
	Logistics Activities

	QUALIFICATION
	H.S.C.

	EXPERIENCE
	3 Years

	SKILLS
	a) Planning skill

b) Computer knowledge

c) Product knowledge

d) Interpersonal skills

e) English language

	1. PRINCIPAL ACCOUNTABILITIES :

a) Ensure that the Company’s policies are known, understood and adhered to.

b) Arranging material for Operations in timely manner.



	2. AUTHORITY: 

a) Recommend Rejection of Supplier’s products if they do not meet standards or specifications sent.

b) Authority to recommend corrective actions and report non conformities. 



	3. HSE RESPONSIBILITIES: 

a) Demonstrate Safety Leadership and promote quality standards in operations of the Materials and Logistics department.
b) Ensure QHSE standards are maintained in all operations relating to Materials and Logistics


	4. WORKING RELATIONSHIP: 

a) Work closely with the Procurement and logistic department to meet objectives. 


	5. JOB RESPONSIBILITIES:


a) Seeking approvals for all kind of documents from ONGC with regards to material loading, backload, clearance, internal transfer and any other documents related to HSL. 
b) Physical attendance at the site (Yard / Nhava) for loading operations to check material mobilized is as per the approved documents. 

c) Quick response with regards to requirements from office and yard staff

d) Responsible for all logistic related matters for the RIG (s) assigned to you from time to time, where necessary under the guidance of  your immediate supervisor (In-charge-Procurement, Logistic & service Contract). 
e) Co-ordinate all cargo details and documentation prior to loading and discharge of vessels to ensure a smooth and cost-effective turnaround of vessels




