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General Manager (Single-Function)

Sales & Marketing Director

National Customer Support/Service Manager
Finance Director/Chief Financial Officer
Human Resources Director

Chief Information Officer (CIO)

Corporate Logistics Director/Manager




Hewitt
CSi

TRANSPORT, SHIPPING & LOGISTICS INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Position Title: Chief Executive Officer
Position Code: 100

Responsible for
Achieving corporate objectives, and effectively managing a company or a group of companies. Ensuring that agreed strategies are
implemented. Accountable under the Corporations Act for the statutory compliance of all business activities of the company.

Reports To
Board of Directors (and Shareholders) or Overseas Principals.

Supervises
Directors, Divisional and Functional Managers.
Main Activities

= Submitting business forecasts and budgets for the consideration of the Board, and recommending major policy changes
and developments.

= Monitoring and directing overall operations to achieve revenue and expense budgets and the satisfactory performance of
the various profit centres across the organisation.

= Directing the preparation, communication, and execution of operating objectives, plans and programs.
= Negotiating major deals such as financial arrangements and loan terms.

= Directing and motivating the Executive team in the achievement of agreed goals and standards.

= Acting as the chief spokesperson for the organisation.

Key Skills

= Effective leadership and management skills and a proven record of successful staff development.

Internal Contacts
Senior Executives, Staff at all levels of the organisation, Directors on the Board.

External Contacts

Industry associations, Financial Institutions, Government Bodies, Major Clients, Shareholders, Major Suppliers, Legal Firms, Media
Personnel, and the community at large.

Typical Experience
15+ years general experience in all aspects of Management at a senior level including functional areas such as Administration, HR,
Marketing and Finance and coordination of multi-functional activities. Tertiary qualifications and Management training.
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POSITION DESCRIPTION

Position Title: Chief Operating Officer
Position Code: 103

Career Level: 7

Responsible for
Directing and managing all operational activities of the organisation and ensuring the implementation of overall organisational
strategy.

Reports To
Chief Executive Officer/Managing Director.

Supervises
All Operational Managers/General Managers and staff working within the operational functions of the organisation.

Main Activities
= Providing strategic direction, leading, managing and directing all operational activities of the organisation.
= Accountability for the overall profitability of the operational activities of the organisation.

= Ensuring all corporate and business unit strategies and plans are aligned, reviewed and successfully implemented - taking
remedial action where necessary.

= Building relationships between operations and support divisions and ensuring the business units receive adequate
operational support.

= Providing support and assistance to the CEO on corporate and group issues where required.

= Communicating with the CEO to ensure he/she remains fully informed of all significant operating issues.
= Acting, as required or in the absence of the CEO, as the chief spokesperson for the organisation.

= Directing and motivating subordinate managers to achieve agreed targets.

= Managing and motivating all divisional employees.

Key Skills
= Proven management experience at a senior level.
= Financial management/reporting and analysis skills.
= Strategic planning and resource management skills.
= Strong leadership and motivational ability.

Internal Contacts
Functional and Divisional Managers, Board of Directors, other members of the Executive and Senior Management teams, Corporate
Support functions and employees at all levels of the organisation.

External Contacts
Major suppliers and clients/customers, Government Departments and Authorities, Legal Advisers, Auditors and the Media (where
necessary).

Typical Experience
At least 10 - 12 years relevant management and operational experience coupled with tertiary level qualifications.
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POSITION DESCRIPTION

Position Title: General Manager (Multi-Function)
Position Code: 105
Career Level: 7

Responsible for

Managing a variety of divergent functional activities or branches operating separately as autonomous profit centres under policy
control. People performing this role have multi functional responsibilities and are responsible for implementing strategy within these
particular areas of responsibility.

Reports To
Chief Executive Officer/Managing Director or Chief Operating Officer.

Supervises
Managers and staff working within the multi functional areas/branches this role has responsibility for.
Main Activities

= Participating as a member of the Senior Management/strategic team formulating the organisational policy and approving
major management changes.

= Accountability for the overall financial performance of the multi functions/branches and the achievement of associated
revenue and expense budgets.

= Ensuring that multi functional/branch performance complies with Senior Management directives and statutory regulations.
= Directing and motivating subordinate Managers to achieve agreed targets.
= Managing and motivating all divisional staff.
= Participating in the negotiation of major sales deals within broad policy guidelines - as required.
= Acting as the chief spokesperson for the organisation in relation to the multi functions/branches or responsibility - as
required.
Key Skills
= Has sound administrative skills and a proven record of successful staff management.
= Proven Management experience at a senior level, must be an effective Manager by exception.
= Strong leadership and motivational ability.

Internal Contacts
Sales & Marketing Staff, Customer Service & Product Development Staff, Accounts & Administration Staff.

External Contacts
Major Suppliers, Clients/Customers, Industry Associations.

Typical Experience
12 - 15+ years experience in all aspects of operation coupled with tertiary level qualifications related to the industry. Formal
Management training desirable.
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POSITION DESCRIPTION

Position Title: General Manager (Single-Function)
Position Code: 110
Career Level: 6

Responsible for

Managing a variety of divergent activities within a particular organisational function or single branch. May be physically isolated from
Head Office and/or operate as an autonomous profit centre.

Reports To
Chief Executive Officer/Managing Director of Chief Operating Officer.

Supervises
Managers and staff working within the responsibility of the particular functional area.
Main Activities

= Coordinating and participating in the compilation of budgets and forecasts, and presenting them to higher Senior
Management for approval.

= Working to achieve agreed revenue to expense budgets with accountability for the overall financial performance of the
functional area this role has particular responsibility for.

= Managing various operations within a division within the policies and guidelines established by Executive Management.
= Participating as a member of the Senior Management team.
= Managing and motivating all divisional staff.

= Participating in the negotiation of major sales deals within broad policy guidelines - if required.

Key Skills
= Sound administrative skills and a proven record of successful people management.
= Proven Management experience at a senior level, must be an effective Manager by exception.
= Strong leadership and motivational ability.

Internal Contacts
Sales and Marketing Staff, Customer Service and Product Development Staff, Accounts and Administration Staff.

External Contacts
Major Suppliers and Clients/Customers, Industry Associations.

Typical Experience

10 - 12+ years experience relevant to the particular area of responsibility coupled with tertiary level qualifications related to the
industry. Formal Management training desirable.

Other Comments
Regional General Manager; may also be called a "Line of Business" Manager.
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POSITION DESCRIPTION

Position Title: Sales & Marketing Director
Position Code: 115

Career Level: 7

Responsible for
Establishing and controlling national Sales and Marketing strategies to achieve market share, and sales and profit targets.

Reports To
Chief Executive/Managing Director.

Supervises
A national Sales force and a specialist Marketing team.

Main Activities

Key Skills

Formulating national Sales and Marketing policies and thereby making major contributions to organisational
projections; short and long term plans.

Implementing and monitoring the progress of marketing plans and advertising campaigns.

Monitoring Sales performance and selling expenses, and initiating corrective action where necessary.
Negotiating major deals and maintaining key customer contacts at senior levels.

Coordinating market research and market intelligence data.

Determining pricing and volume discount policies.

Professional Marketing skills.

Detailed knowledge of technological developments and trends.
Strong motivational and persuasive skills.

Excellent planning and administrative abilities.

Negotiating and interpersonal skills.

Internal Contacts
Sales and Marketing Executives and Specialists, State or Branch Managers, Finance and Accounting, Systems and Software
Development.

External Contacts
Major Customers, Media, Market Research Firms, Public Relations Firms, Distributors Federal and State Government Officials.

Typical Experience
15+ years of related Sales/Marketing experience coupled with relevant tertiary qualifications.

Other Comments
The role combines professional Marketing skills and Sales management skills on a national level.

: revenue; profit
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POSITION DESCRIPTION

Position Title: National Customer Support/Service Manager
Position Code: 120
Career Level: 6

Responsible for

Controlling Customer Support, Technical Support and Field Service activities nationally, to achieve Customer Service and expense
control objectives.

Reports To
General Manager, Customer Support/Service Director, Technical Support Director, Sales & Marketing Director.

Supervises
Support Managers, Account Managers and Product Specialists/Customer Support Specialist.

Main Activities
= Coordinating Support function nationally to ensure maximum client satisfaction.
= Recruiting and training Support Staff.
= Preparing Support budgets and projections and regularly reporting on performance against targets.
= Planning the training of customers on the use of organisation's products.
= Coordinating Pre-Sales and Post-Sales Support on a national basis.
= Organising and monitoring the performance of national Repair & Service Centres.
= Formulating national Support policies.

Key Skills
= A detailed knowledge of industry products.
= Organising and controlling abilities.
= Top skills in customer liaison and client relationship management.
= Advanced problem resolution skills.

Internal Contacts
State or Regional Sales and Marketing Management, Operations and Logistics Managers.

External Contacts
Customers at all levels, Prospects, Distributors, Parts Suppliers and Sub-Contractors.

Typical Experience
Typically has at least 5 - 7 years of experience in a Support/Selling/Field Service function, coupled with a relevant tertiary
qualification.
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POSITION DESCRIPTION

Position Title: Finance Director/Chief Financial Officer
Position Code: 125

Career Level: 7

Responsible for
Establishing and controlling the financial systems and administrative services of the company, and providing financial information to
Chief Executive and Directors.

Reports To
Chief Executive/Managing Director.

Supervises
Finance, Accounting, and Administration staff.
Main Activities

= Directing the establishment of financial/accounting principles, procedures and practices in line with legal and corporate
requirements.

= Collecting, analysing and providing accurate and timely financial reports and forecasts for the whole organisation so as to
provide a clear insight into its financial condition.

= Advising on the financial implications of management decisions and establishing the financial soundness of proposed
acquisitions and divestment of assets or businesses.

= Ensuring that the profits of the organisation are protected through the establishment of effective financial controls;
implementing and maintaining appropriate management accounting and reporting systems, budgetary controls and
expenditure procedures.

= Implementing policies to ensure the security of funds and assets, guiding the lodgement of tax and other returns to comply
with all statutory requirements, and administering insurance cover and claims.
Key Skills

= Requires formal qualifications (AASA/ACA) and considerable practical experience in financial planning, reporting and
control.

= Sound knowledge of international exchange transactions and import/export activities. The ability to organise and control
major accounting systems is also required.

Internal Contacts
Functional Management, Company Secretary, Internal Audit, IT Manager.

External Contacts
Financial institutions, major customers & suppliers, external auditors, investment advisers.

Typical Experience
At least 15 years practical experience in addition to tertiary qualifications.

Other Comments
The role administers and directs to meet statutory and corporate reporting requirements.
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POSITION DESCRIPTION

Position Title: Human Resources Director
Position Code: 128

Career Level: 7

Responsible for
Developing, implementing and managing Human Resources strategies, policies, processes, procedures and initiatives across the
business to ensure the most effective utilisation of Human Resources for the purposes of achieving strategic business objectives.

Reports To
Chief Executive Officer/Managing Director.

Supervises

Divisional heads of each Human Resources function, e.g. Recruitment, Learning & Development, Remuneration, Occupational
Health & Safety, Industrial Relations, HR Administration etc., or a team of Human Resources Managers, Consultants and Officers.
Main Activities

= |dentifying Human Resources requirements across the organisation on a strategic level and creating, managing and
enhancing new and existing Human Resources initiatives to be consistent with budgeting restrictions, future staffing
requirements, industry needs and succession plans.

= Providing strategic advice and support in Human Resources processed to the Senior Executive team.

= Acting as the last point of escalation for resolving Human Resources issues within the organisation by providing expert
knowledge.

= Leading and developing the Human Resources team to deliver optimum Human Resources services and monitoring the
effectiveness of Human Resources services.

= Managing the Human Resources budget, ensuring overall profitability of the Human Resources function.

Key Skills
= Strong management, leadership, team building, consulting and negotiation skills.

= Comprehensive knowledge of a diverse range of Human Resources specialities including Recruitment, Learning &
Development, Remuneration, Occupational Health & Safety, Industrial Relations and Human Resources Administration.

= Experience in advising and interacting at an executive level, coupled with strong relationship management, communication
and influencing skills.

Internal Contacts
Close contact at all levels of the organisation, although most contact would be at a senior level.

External Contacts
Human Resources Consultancies, Unions, Industry Associations.

Typical Experience
At least 10 - 12 years of experience in Human Resources Management, with exposure to policy development and contemporary
Human Resources practices, coupled with a relevant tertiary qualification.
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POSITION DESCRIPTION

Position Title: Chief Information Officer (CIO)
Position Code: 130
Career Level: 7

Responsible for
Ensuring the effective development and operation of computing and information services which support strategic operations of the
organisation.

Reports To
Chief Executive/Managing Director.

Supervises
Operations staff, systems development and support staff.
Main Activities

= Participating in major corporate decisions, particularly where IT has a major influence on the competitive advantage and
profitability of the organisation.

= Setting and controlling IT operational and development expenditures within budget.

= Developing the forecasting and planning for equipment and software purchases in relation to projected user requirements.
= Establishing and maintaining standards in relation to operations, programming, and security.

= Participating in policy-making as a member of a senior management team.

Key Skills

= Requires people management and leadership abilities, together with professional standards of planning and budgeting.
= May have formal business training in addition to technical DP experience.

Internal Contacts
Senior Management, all User departments, Finance and Administration.

External Contacts
Suppliers of non company equipment and peripherals, software suppliers and consultants.

Typical Experience
At least 12 years of experience in computing, with at least 5 years in large sites and proven business and management skills.

Other Comments
EDP Division Manager or Chief Manager MIS.
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POSITION DESCRIPTION

Position Title: Corporate Logistics Director/Manager
Position Code: 135
Career Level: 6

Responsible for
Controlling and directing the receipt, warehousing, transport and distribution of the materials associated with the production of the
company's product range.

Reports To
Chief Executive/Managing Director.

Supervises
A team of logistics, warehouse and distribution staff.

Main Activities

= Coordinating a national warehousing and distribution operation to ensure the efficient and cost effective supply of
equipment.

= Formulating logistics policies and strategies.

= Ensuring the security of stock and assets.

= Analysing procedures and implementing methods which optimise handling, storage and transport resources.
= Negotiating cartage contracts.

= Preparing and updating national logistics budgets, and regularly reporting performance.

= Recruiting and training logistics staff.

Key Skills
= Strong analytical and organisational skills backed with formal training in logistics. Will have proven abilities in cost centre
management, negotiation and industrial relations.

Internal Contacts
Sales and Service Management, Finance and Accounting, Human Resources and Industrial Relations.

External Contacts
Suppliers, sub-contractors, union officials, Federal and State Government departments, major customers.

Typical Experience
University degree. Likely to have 7 to 10 years of practical experience in a senior logistics role.

Other Comments
This is a specialised role based on "hands on" experience backed by formal training.
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Management:
Regional Sales Manager

Business Unit Sales Manager
Branch/State Sales Manager
Marketing Manager

Commercial Sales:
Senior Sales Representative

Sales Representative

Trade Sales Representative
Associate Sales Representative
Telemarketer/Teleseller

Account Management:
Account Director (Existing Account Only)

Maijor/Key/Named Account Manager (Existing Account Only)
Sales Account Manager (Existing Account/s Only)

Business Development Management:
Business Development Manager

Business Development Specialist
Route Development Manager

Internal Sales/Support:
Sales Administrator/Co-ordinator/Internal Sales Representative

Product Management:

Product Development Manager
Product Manager

Market Research Manager

Market Research Officer
Marketing Administration Assistant

Advertising/PR/Communications:
Marketing Communications/Public Relations Manager

Marketing Communications/Public Relations Officer
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POSITION DESCRIPTION

Position Title: Regional Sales Manager
Position Code: 200
Career Level: 5

Responsible for
Controlling the sales activities of the organisation in a large region, comprising of two or more states, to achieve revenue and
expense targets.

Reports To
A National/General Sales Manager, or General Manager.

Supervises
A team of Sales staff, often through Area Sales Managers.

Main Activities
= Servicing key accounts and negotiating deals within policy guidelines.
= Controlling and motivating a Sales team to meet targets.
= Making a substantial input to forecasting and setting sales and expense budgets for the region.
= Controlling and distributing products within a region.
= Recruiting and training Sales Staff.
= Monitoring and reporting on competitors' sales and product strategies in the region.

Key Skills
= Knowledge of local products and market.
= Strong personal sales abilities.
= Proven skills in leading and motivating a Sales team.
= Sound administrative skills.
= Good analytical and reporting abilities.

Internal Contacts
Marketing Manger, Credit Controller, Training Manager, Product Manager, Logistics Manager.

External Contacts
Key Accounts, Distributors, Government Officials, Customers Complaints, Advertising Agencies.

Typical Experience
At least 8 to 10 years related of Sales/Marketing experience. May have tertiary qualifications in Technical/Business areas.
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POSITION DESCRIPTION

Position Title: Business Unit Sales Manager
Position Code: 202
Career Level: 6

Responsible for
Controlling the organisation's Sales activities within the Business Unit to achieve predetermined Sales targets from new and existing
clients and ensure complete customer satisfaction when dealing with the organisation.

Reports To
Sales Director, General Manager.

Supervises
A team of Sales Account Managers, Sales Representatives and Sales Administration Staff.

Main Activities

= Planning and directing the activities of a team of Sales Account Managers and Sales Representatives within the Business
Unit, ensuring all staff are motivated to attain predetermined Sales targets.

= Negotiating major deals within policy guidelines, maintaining contact with key clients and identifying and steering
opportunities for business improvement for the Business Unit.

= Providing leadership and strategic direction for the Business Unit, aligning the Business Unit with a broader business plan.
Regularly reporting actual Business Unit performance to budget, with variance analyses and revised projections.

= Significantly contributing to the setting of Sales strategies and related Sales and expense budgets. Monitoring the Sales
revenue, margin and expense performance and initiating corrective action where required.

= Coordinating the gathering of market intelligence and monitoring competitors' sales strategies and products, campaigns and
events to optimise market share.

= Overseeing the recruitment, selection and training of Sales staff.

Key Skills
= Proven Sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Strategic management, leadership, mentoring, business, accounting and reporting capabilities.
Internal Contacts

Executive Sales Management, Sales Administration Staff, Marketing Staff, Customer & Technical Support, Research & Development
Staff, Warehouse & Distribution Staff.

External Contacts
Clients, Distributors, Suppliers, Government Bodies.

Typical Experience
10+ years of experience coupled with possible relevant tertiary qualifications.

Other Comments
This role performs a mix of Sales oriented and Managerial tasks.
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POSITION DESCRIPTION

Position Title: Branch/State Sales Manager
Position Code: 204

Career Level: 5

Responsible for

Controlling the Branch/State sales activities of the company to achieve revenue and expense targets. Directing team/s of Sales
Representatives and Account Managers to achieve predetermined Sales targets from new and existing clients and ensuring
complete customer satisfaction when dealing with the organisation.

Reports To
Senior Sales Manager, Business Unit Sales Manager, Sales Director.

Supervises
A team of Sales Representatives, Account Managers and Sales Administration Staff.

Main Activities

= Planning and directing the activities of team/s of Sales Representatives, and Account Managers, ensuring all staff are
motivated to attain predetermined Sales targets.

= Negotiating major deals within policy guidelines, maintaining contact with key clients and identifying and steering
opportunities for business improvement.

= Providing leadership and direction, aligning Sales activities with the broader business plan. Regularly reporting actual
performance to budget, with variance analyses and revised projections.

= Contributing to the setting of Sales strategies and related Sales and expense budgets. Monitoring the Sales revenue,
margin and expense performance and initiating corrective action where required.

= Understanding the client's objectives, buying criteria and decision making processes and forming long term business
partnerships in order to leverage revenue from the relationship and promote the organisation as a quality supplier with the
aim of achieving "preferred" supplier status.

= Monitoring competitors' Sales and product strategies, campaigns and events to optimise market share.
= Recruiting, selecting and training Sales staff.

Key Skills
= Proven sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Management, leadership, mentoring, business, accounting and reporting skills.
= Analytical interpretation and advanced problem solving abilities.
Internal Contacts

Senior Sales Management, Sales Administration Staff, Marketing Staff, Customer & Technical Support, Research & Development
Staff, Warehouse & Distribution Staff.

External Contacts
Clients, Distributors, Suppliers, Government Bodies.

Typical Experience
8 - 10 years of experience, possibly coupled with relevant tertiary qualifications.

Other Comments
This role performs a mix of Sales oriented and Managerial tasks.
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POSITION DESCRIPTION

Position Title: Marketing Manager
Position Code: 206
Career Level: 5

Responsible for
Implementing and managing Marketing policies, processes, procedures and initiatives within a region/division or specific industry,
product or line of business, to ensure the achievement of strategic business objectives.

Reports To
Marketing Director, Chief Executive Officer, Managing Director, General Manager or Operations Manager.

Supervises
Marketing Team.

Main Activities

= Formulating, recommending and implementing Marketing campaigns and strategies based on market intelligence and
research projections to reach target markets, create consumer awareness and effectively promote the attributes of specific
products or services.

= Monitoring the progress of Marketing initiatives by preparing and updating Marketing budgets, regularly reporting on
performance against target and providing variance analysis and revised projections.

= Coordinating the collection and analysis of market research and market intelligence data.
= Recommending pricing and volume discount policies.
= Managing a Marketing team.
= Controlling department expenditure and maintaining service levels.
= Liaising with internal departments to communicate Marketing campaigns and to keep abreast of relevant product changes
or developments.
Key Skills
= Professional Marketing skills coupled with an in-depth knowledge of a specific industry sector.
= Excellent communication skills and the ability to interact at an executive level.
= Ability to think strategically and analytically.
= Leadership capability.

Internal Contacts
Sales, Finance & Administration, Customer Service/Support, Warehouse & Distribution, Research & Development.

External Contacts
Advertising Agencies, Media, Public Relations Organisations, Market Research Consultancies, Government Organisations,
Associations and Bodies.

Typical Experience
10+ years experience, coupled with tertiary qualifications.
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POSITION DESCRIPTION

Position Title: Senior Sales Representative
Position Code: 208
Career Level: 3

Responsible for
Achieving an agreed revenue target or sales quota by identifying and gaining business from new and existing clients and ensuring
complete customer satisfaction when dealing with the organisation.

Reports To
Sales Manager, Business Unit Sales Manager, Senior Sales Manager.

Supervises
May mentor Sales Representatives.

Main Activities

= Working closely with new and existing clients to determine their present and future needs and proposing suitable products,
services and upgrades in order to maintain and grow revenue for the organisation.

= Maintaining call rates to assure contact with assigned clients and acting as the main interface between the client and the
organisation to ensure an optimal level of service is provided at all times.

= Understanding the customer's objectives, buying criteria and decision making processes and forming long term business
partnerships in order to leverage revenue from the relationship and promote the organisation as a quality supplier with the
aim of achieving "preferred" supplier status.

= Negotiating price and volume discounts (where applicable) in accordance with the organisation’s policies and liaising with
Technical Support staff regarding technical issues to ensure client retention and continued business.

= ldentifying and gaining new business through a sustained program of cold calling, mailing and following up referrals/leads
and keeping abreast of competitor's Sales strategies.

= Conducting product demonstrations (where applicable) and coordinating the preparation of Sales proposals, tenders/bids,
contracts and Account Management plans.

= Coordinating, conducting and participating in Sales promotions, campaigns, events and displays.

Key Skills
= Proven Sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills.

= Sound product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

Internal Contacts
Sales Management, Sales Administration Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff,
Warehouse & Distribution Staff.

External Contacts
Customers, Suppliers.

Typical Experience
5+ years of Sales experience coupled with possible relevant tertiary qualifications.

Other Comments
Alternative Titles: Senior Sales Executive, Senior Sales Consultant.
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POSITION DESCRIPTION

Position Title: Sales Representative
Position Code: 210
Career Level: 3

Responsible for
Achieving an agreed revenue target or Sales quota by identifying and gaining business from new and existing clients and ensuring
complete customer satisfaction when dealing with the organisation.

Reports To
Sales Manager, Business Unit Sales Manager, Senior Sales Manager.

Supervises
No supervisory responsibilities.

Main Activities

= Working closely with new and existing clients to determine their present and future needs and proposing suitable products,
services and upgrades in order to maintain and grow revenue for the organisation.

= Maintaining call rates to assure contact with assigned clients and acting as the main interface between the client and the
organisation to ensure an optimal level of service is provided at all times.

= Understanding the customer's objectives, buying criteria and decision making processes and forming long term business
partnerships in order to leverage revenue from the relationship and promote the organisation as a quality supplier with the
aim of achieving "preferred" supplier status.

= Negotiating price and volume discounts (where applicable) in accordance with the organisation’s policies and liaising with
Technical Support staff regarding technical issues to ensure client retention and continued business.

= ldentifying and gaining new business through a sustained program of cold calling, mailing and following up referrals/leads
and keeping abreast of competitor's Sales strategies.

= Conducting product demonstrations (where applicable) and coordinating the preparation of Sales proposals, tenders/bids,
contracts and Account Management plans.

= Coordinating, conducting and participating in Sales promotions, campaigns, events and displays.

Key Skills
= Proven Sales ability including negotiation skills, persuasive ability and excellent communication skills.

= Sound product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

Internal Contacts
Sales Management, Sale Administration Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff,
Warehouse & Distribution Staff.

External Contacts
Customers, Suppliers.

Typical Experience
2+ years of Sales experience coupled with possible relevant tertiary qualifications.

Other Comments
Please note: Some employees in this role may do their selling face-to-face, other employees will do the majority of their selling via
the telephone and may be referred to as 'Inside Sales Representatives'. Other Alternative Titles: Sales Executive, Sales Consultant.
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POSITION DESCRIPTION

Position Title: Trade Sales Representative
Position Code: 212
Career Level: 3

Responsible for
Developing sound market knowledge, enabling accurate reporting and forecasting to Trade management on the assigned Trade
lines. Making firm decisions pertaining to space allocation, pricing and guidance for Sales, of both a proactive and reactive nature.

Reports To
Trade Manager.

Supervises
No supervisory responsibilities.
Main Activities
= Ensuring efficient and effective communication between Trade, Sales and Customer Service.

= Monitoring forward bookings, forward contracts and market information enabling maximum vessel utilisation. Explaining
variances in liftings against allocation.

= Nominating roll lists for overbooked vessels.

= Ensuring 24 hour response on standard queries.

= Conducting market analysis and proactively promoting Trade through activities with sales.

= Trade reporting in line with agreed formats and timing. Completing budget forecasting and reviews.
= Signing and filing of contracts where applicable.

= Contributing to the organisation's marketing strategy formulation and implementation as required.

Key Skills
= Well-developed commercial acumen and market orientation.
= Understanding of Australian export and import markets.
= Ability to set priorities and monitor workflow.
= Provide reports on progress of project activities including recommendations.
» Excellent PC skills, Microsoft Excel and Word.
= Comprehensive communication skills (oral and written).
= Negotiating and influencing skills.

Internal Contacts
Trade Management, Country Sales Team, Overseas Team, Customer Service Team, Vessel Operations Team.

External Contacts
Industry/conference groups, customers in conjunction with Country Sales Team, relevant sources for market analysis.

Typical Experience
5+ years relevant work experience or tertiary degree with relevant work experience.
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POSITION DESCRIPTION

Position Title: Associate Sales Representative
Position Code: 214
Career Level: 2

Responsible for
Achieving an agreed revenue target or sales quota by identifying and gaining business from new and existing clients and ensuring
complete customer satisfaction when dealing with the organisation.

Reports To
Sales Manager, Business Unit Sales Manager, Senior Sales Manager.

Supervises
No supervisory responsibilities.

Main Activities

= Working closely with new and existing clients, under supervision, to determine their present and future needs and proposing
suitable products, services and upgrades in order to maintain and grow revenue for the organisation.

= Maintaining call rates to assure contact with assigned clients and acting as the main interface between the client and the
organisation to ensure an optimal level of service is provided at all times.

= Understanding the customer's objectives, buying criteria and decision making processes and forming long term business
partnerships in order to leverage revenue from the relationship and promote the organisation as a quality supplier with the
aim of achieving "preferred" supplier status.

= Negotiating price and volume discounts (where applicable) in accordance with the organisation’s policies and liaising with
Technical Support staff regarding technical issues to ensure client retention and continued business.

= ldentifying and gaining new business through a sustained program of cold calling, mailing and following up referrals/leads
and keeping abreast of competitor's Sales strategies.

= Assisting with conducting product demonstrations (where applicable) and coordinating the preparation of Sales proposals,
tenders/bids, contracts and Account Management plans.

= Coordinating, conducting and participating in Sales promotions, campaigns, events and displays.

Key Skills
= Growing Sales ability including negotiation skills, persuasive ability and excellent communication skills.

= Developing product and industry knowledge coupled with the ability to deal with clients at all levels and translate client
needs into a complete solution.

Internal Contacts
Sales Management, Sales Administration Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff,
Warehouse & Distribution Staff.

External Contacts
Customers, Suppliers.

Typical Experience
1+ years of Sales experience possibly coupled with relevant tertiary qualifications.

Other Comments

Please note: Some employees in this role may do their selling face-to-face, other employees will do the majority of their selling via
the telephone and may be referred to as 'Associate Inside Sales Representatives'. Other Alternative Titles: Associate Sales
Executive, Associate Sales Consultant.
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POSITION DESCRIPTION

Position Title: Telemarketer/Teleseller
Position Code: 216
Career Level: 2

Responsible for

Generating sales leads and selling a range of products/services through outbound telephone contact to achieve a predetermined
revenue target or sales quota.

Reports To
Telesales Team Leader, Telesales Manager.

Supervises
No supervisory responsibilities.
Main Activities
= Selling products/services over the telephone by making outbound telephone calls to existing and new customers.

= Generating sales leads, cold calling, assessing customer needs, closing the sale or arranging appointments with Sales
Representatives in the field where necessary.

= Working through a list of contacts to promote the organisation's products and services with the aim of generating new sales.
= Arranging, processing and dispatching goods/services, information packs and flyers to existing and prospective clients.
= Entering changes to contact details in the database and detailing the requirements for follow up calls with customers.

= Collecting market intelligence from customer contacts during sales calls, and producing reports on market intelligence for
Management.

= Generating statistics on the number of calls required to close a sale.

Key Skills
= Proven sales ability via the telephone.
= Excellent communication skills and telephone manner.
= Administrative ability.
= Sound product/service knowledge.

Internal Contacts
Sales Representatives, Accounts & Credit Control Staff, Warehouse & Distribution Staff.

External Contacts
Clients and Prospective Clients.

Typical Experience
2+ years of sales experience.
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POSITION DESCRIPTION

Position Title: Account Director (Existing Account Only)
Position Code: 218
Career Level: 6

Responsible for

Working closely with the CEO or equivalent within the client's organisation to maximise revenue from a strategic client account in
order to achieve agreed revenue targets/sales quotas and ensure complete customer satisfaction when dealing with the
organisation.

Reports To
Sales Director, General Manager.

Supervises
No formal supervisory responsibilities, employees in this role would be individual contributors that would build a 'virtual team' in order
to close sales.

Main Activities

= Consulting with the CEO or equivalent within the client's organisation to formulate, implement and manage strategic
business plans regarding the client's account to achieve sales revenue/sales quota targets.

= Selecting, coordinating and managing staff to complete tasks associated with retaining the Account.

= Working closely with strategic personnel within the client's organisation to determine present and future needs and
proposing suitable products, services and upgrades in order to maintain and grow revenue for the organisation.

= Acting as the main interface between the client and the organisation to ensure an optimal level of service is provided at all
times and continually seeking the opportunity to participate in client's strategic business planning processes.

= Conducting product demonstrations (where applicable) and coordinating the preparation of sales proposals, tenders/bids,
contracts and Account Management plans.

Key Skills

= Proven sales ability including outstanding negotiation skills, persuasive ability, excellent communication skills and the ability
to interact at a strategic level. Strong ability to motivate and manage direct and indirect teams of employees across multiple
functions.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Appreciation of the value/importance of the Account, coupled with the ability to balance the needs of the organisation and
the client's organisation.

Internal Contacts
Staff at all levels, Marketing Staff, Customer & Technical Support, Research & Development Staff, Warehouse & Distribution Staff.

External Contacts
Clients, Suppliers, Representatives of Business Partners, Competitors, Industry Contacts, Government Bodies.

Typical Experience
10+ years of Sales experience possibly coupled with relevant tertiary qualifications.

Other Comments

This position is distinguished from the Direct End User Sales Representative roles by experience and Account Management
responsibilities. This role maximises revenue/achieves sales quotas from existing clients rather than hunting for revenue/sales from
new/prospective clients. Employees in this role would typically have one strategic account, but may have several.
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POSITION DESCRIPTION

Position Title: Major/Key/Named Account Manager (Existing Account Only)
Position Code: 220
Career Level: 5

Responsible for
Maximising revenue from a Major/Key/Named Client Account in order to achieve agreed revenue targets/sales quotas and ensure
complete customer satisfaction when dealing with the organisation.

Reports To
Sales Manager, Senior Sales Manager, Sales Director.

Supervises

No formal supervisory responsibilities, employees in this role would be individual contributors that would build a 'virtual team' to close
sales.

Main Activities

= Formulating, implementing and managing strategic business plans regarding one Major/Key/Named Client Account to
achieve sales revenue/sales quota targets.

= Selecting, coordinating and managing staff to complete tasks associated with retaining the Major/Key/Named Client
Account.

= Working closely with the client to determine their present and future needs and proposing suitable products, services and
upgrades in order to maintain and grow revenue for the organisation.

= Acting as the main interface between the client and the organisation to ensure an optimal level of service is provided at all
times and continually seeking the opportunity to participate in client's strategic business planning processes.

= Conducting product demonstrations (where applicable) and coordinating the preparation of sales proposals, tenders/bids,
contracts and Account Management plans.

Key Skills

= Proven sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills. Strong
ability to motivate and manage direct and indirect teams of employees across multiple functions.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Appreciation of the value/importance of the Account, coupled with the ability to balance the needs of the organisation and
the client's organisation.

Internal Contacts

All levels of Sales Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff, Warehouse & Distribution
Staff.

External Contacts
Clients, Suppliers, Representatives of Business Partners, Competitors, Industry Contacts, Government Bodies.

Typical Experience
8 - 10 years of Sales experience possibly coupled with relevant tertiary qualifications.

Other Comments

This position is distinguished from the Direct End User Sales Representative roles by experience and Account Management
responsibilities. This role maximises revenue/achieves sales quotas from existing clients rather than hunting for revenue/sales from
new/prospective clients. Employees in this role would typically have one Major/Key/Named Account, but may have several.
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POSITION DESCRIPTION

Position Title: Sales Account Manager (Existing Account/s Only)
Position Code: 222
Career Level: 4

Responsible for

Maximising revenue from one or a small number of client Accounts in order to achieve agreed revenue targets/sales quotas and
ensure complete customer satisfaction when dealing with the organisation.

Reports To
Senior Sales Manager, Sales Manager.

Supervises

No formal supervisory responsibilities, employees in this role would be individual contributors that would build a 'virtual team' in order
to close sales.

Main Activities

= Formulating, implementing and managing strategic business plans regarding one or a small number of client Accounts to
achieve Sales revenue/Sales quota targets.

= Selecting, coordinating and managing staff to complete tasks associated with retaining designated Account/s.

= Working closely with client's to determine their present and future needs and proposing suitable products, services and
upgrades in order to maintain and grow revenue for the organisation.

= Acting as the main interface between the client and the organisation to ensure an optimal level of service is provided at all
times and continually seeking the opportunity to participate in client's strategic business planning processes.

= Conducting product demonstrations (where applicable) and coordinating the preparation of Sales proposals, tenders/bids,
contracts and Account Management plans.

Key Skills

= Proven Sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills. Ability to
motivate and manage direct and indirect teams of employees across multiple functions.

= Specialist product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Appreciation of the value/importance of designated accounts, coupled with the ability to balance the needs of the
organisation and the client's organisation.

Internal Contacts

All levels of Sales Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff, Warehouse & Distribution
Staff.

External Contacts
Clients, Suppliers, Representatives of Business Partners, Competitors, Industry Contacts, Government Bodies.

Typical Experience
5 - 8 years of Sales experience possibly coupled with relevant tertiary qualifications.

Other Comments

This position is distinguished from the Direct End User Sales Representative roles by experience and Account Management
responsibilities. This role maximises revenue/achieves Sales quotas from existing clients rather than hunting for revenue/sales from
new/prospective clients.
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POSITION DESCRIPTION

Position Title: Business Development Manager
Position Code: 224

Career Level: 5

Responsible for
Acting as the first line of Management, directing a team of Business Development Specialists to source relationships with clients and
key decision makers to develop Business opportunities for a new sector, product, service, solution or client.

Reports To
Business Development Director, Sales Director, Sales & Marketing Director, CEO or General Manager in smaller organisations.

Supervises
Business Development Specialists.

Main Activities

= Planning and directing the activities of a team of Business Development Specialists, and ensuring all staff are motivated to
attain predetermined Sales targets.

= Developing a market sector by generating sales leads for a brand new organisational product, service or solution. This may
be done when the product, service or solution is still in the pipeline.

= Assessing potential partners, performing competitive research, evaluating proposed deals/partnerships, and analysing and
developing Business cases for new business targets.

= Developing new products, services or solutions by combining several existing products/services and generating leads to
establish a corresponding market sector in order to gain new Business for the organisation.

= Combining existing products/services for a specific client thereby creating a new product, service or solution that once sold
becomes a standard organisational offering.

= Generating term sheets and new business/financial models, and drafting and negotiating contracts.

= ldentifying opportunities for Business improvement and strategic new Business opportunities.

= Managing multiple strategic initiatives simultaneously, interacting with a diverse set of partners and prospective partners.
= Recruiting, selecting and training Sales staff.

Key Skills
= Proven sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Management, leadership, mentoring, business, accounting and reporting skills.
= Creativity and a flair for innovation.

Internal Contacts
All levels of Sales Staff, Marketing Staff, Customer & Technical Support, Research & Development Staff, Warehouse & Distribution
Staff.

External Contacts
Customers, Prospective Customers.

Typical Experience
8 - 10 years of Sales experience, coupled with relevant tertiary qualifications.

Other Comments

Products, services and solutions sold, or market sectors created by this role would be passed onto Direct End User Sales
Representatives or Account Managers once they have been established as standard entities within the organisation. Within some
organisational structures, this role may be responsible for closing sales as well as generating leads and developing the market
sector. This role performs a mix of Sales oriented and Managerial tasks.
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POSITION DESCRIPTION

Position Title: Business Development Specialist
Position Code: 226

Career Level: 4

Responsible for
Sourcing relationships with clients and key decision makers to develop Business opportunities for a new sector, product, service,
solution or client.

Reports To
Business Development Manager.

Supervises
No supervisory responsibilities.

Main Activities

= Developing a market sector by generating sales leads for a brand new organisational product, service or solution. This may
be done when the product, service or solution is still in the pipeline.

= Assessing potential partners, performing competitive research, evaluating proposed deals/partnerships, and analysing and
developing business cases for new business targets.

= Developing new products, services or solutions by combining several existing products/services and generating leads to
establish a corresponding market sector in order to gain new business for the organisation.

= Combining existing products/services for a specific client thereby creating a new product, service or solution that once sold
becomes a standard organisational offering.

= Generating term sheets and new business/financial models, and drafting and negotiating contracts.
= |dentifying opportunities for business improvement and strategic new business opportunities.

Key Skills
= Proven sales ability including outstanding negotiation skills, persuasive ability and excellent communication skills.

= Expert product and industry knowledge coupled with the ability to deal with clients at all levels and translate client needs
into a complete solution.

= Management, business, accounting and reporting skills.
= Creativity and a flair for innovation.

Internal Contacts
Sales Staff at all levels, Marketing Staff, Customer & Technical Support, Research & Development Staff, Warehouse & Distribution
Staff.

External Contacts
Customers, Prospective Customers.

Typical Experience
5 - 8 years of Sales experience, and may either possess or be working towards relevant tertiary business qualifications.

Other Comments

Products, services and solutions sold, or market sectors created by this role would be passed onto Direct End User Sales
Representatives or Account Managers once they have been established as standard entities within the organisation. Within some
organisational structures, this role may be responsible for closing sales as well as generating leads and developing the market
sector.
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POSITION DESCRIPTION

Position Title: Route Development Manager
Position Code: 228
Career Level: 4

Responsible for

Creating business growth by establishing the organisation's name with potential customers in the specified Route for all freight
management products and services while maintaining current customer base.

Reports To
Sales Manager.

Supervises
No supervisory responsibilities.

Main Activities

Key Skills

Achieving the financial sales targets of the business within the specified Route by conducting regular sales drives interstate
and consistently following up on sales leads.

Optimising the Route’s cargo mix and increasing the unit margin by working closely with road, air and sea gateways.
Updating the Route guide on an annual basis.

Keeping specified Route locations informed of any major market news, important staff or structure changes within Australia,
and any business developments of competitors on the Route.

Strong communication and interpersonal skills.
Strong written and verbal skills.
Strong persuasion and negotiation skills.

Internal Contacts
Senior Management team, Operational staff, internal contacts overseas.

External Contacts
Customers, Suppliers.

Typical Experience
5+ years industry experience.
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POSITION DESCRIPTION

Position Title: Sales Administrator/Co-ordinator/Internal Sales Representative
Position Code: 258
Career Level: 2

Responsible for
Receiving inbound sales orders, providing product information, advice and support to customers, and maintaining effective internal
sales and administrative procedures for the recording of all sales transactions from receipt of order to dispatch and payment.

Reports To
Sales Administration/Internal Sales Manager, Sales Manager.

Supervises
No supervisory responsibilities.
Main Activities
= Processing sales orders and arranging the dispatch of products/services sold.

= Receiving inbound customer sales inquiries and providing quotations, product/service information, support and pricing
details in response to inbound inquiries, promoting the features and benefits of the organisation’'s products/services.

= Maintaining the customer database.

= Maintaining sales statistics and records of sales performance.

= Providing administrative support for the production of tenders, bids and other sales related documents.
= ldentifying sales leads and escalating them to Sales Representatives.

= Receiving, handling or escalating customer complaints related to the sale of the organisation's products/services.

Key Skills
= Excellent organisation and administrative skills.
= Attention to detail.
= Excellent communication skills and a growing sales focus.
= Sound product/service knowledge.

Internal Contacts
Sales Management, Marketing staff, Finance & Administration staff, Customer & Technical support, Research & Development staff,
Warehouse & Distribution staff.

External Contacts
Clients, Distributors, Suppliers, Government bodies.

Typical Experience
Typically 2+ years experience.
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POSITION DESCRIPTION

Position Title: Product Development Manager
Position Code: 230
Career Level: 5

Responsible for
Directing the activities of staff, conducting studies, and collecting and analysing data required to enable Management to maintain a
competitive market position.

Reports To
Chief Executive Officer, General Manager.

Supervises
Product Coordinators.

Main Activities
= Leading a team of Product Coordinators to identify, prepare and perform activities that will lead to increased market share.
= Ensuring the maintenance of the Inbound database.
= Assessing the suitability of new suppliers and their products.
= Liaising and negotiating with suppliers and informing operational staff of new suppliers and new products.
= Resolving one-off problems with the services provided by major Suppliers, including the negotiation of cancellation fees.
= Maintaining professional relationships with Agents and clients.
= Coordinating all production and distribution of marketing brochures.
= Organising and controlling all promotional and advertising activities.
= Maintaining contacts and professional relationships with organisations and associations e.g.. ATEC, ATC, ATIA.

Key Skills

= A strong knowledge of the language, protocol and customer requirements of inbound and/or outbound tourists within
various markets.

= Management and leadership skills.

= Ability to analyse and problem solve.
= Excellent communication skills.

= Persuasion, negotiation selling skills.
= Creative flair.

Internal Contacts
Managers, Operational Staff, Branch Officers.

External Contacts
Suppliers/Agents.

Typical Experience
5+ years of Marketing experience preferably within the Travel industry.
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POSITION DESCRIPTION

Position Title: Product Manager
Position Code: 232
Career Level: 3

Responsible for
Managing the development, market share and profitability of strategically important Products or brands for either a particular Product
or industry.

Reports To
Marketing Manager.

Supervises
May supervise a Marketing Assistant.

Main Activities
= Developing and/or contributing significantly to the overall marketing strategy of a specific Product or Product Line.
= Managing Product sales budgets and continually monitoring actual Product performance against forecasted sales.

= Developing promotional/advertising strategies and collateral, often in conjunction with advertising agencies, that are
consistent with corporate image and objectives.

= Coordinating all market research to ensure maximum target market intelligence.
= |dentifying new marketing opportunities and analysing competitor activity.

= Playing a significant role in Product enhancement decisions.

= Assisting in the development of complex pricing and discount policies.

= Providing Product training to sales force.

= Overseeing Product design and enhancement activities.

Key Skills
= Strong professional marketing skills.
= Analysing and interpreting market research data.
= Excellent communication skills, both written and verbal.

Internal Contacts
Sales, Customer Support, Marketing Communications, Marketing Administration, Accounting, Human Resources/Training.

External Contacts
Advertising Agencies, Market Research Companies, Product Promotion Companies, Public Relations Agencies, Customers,
Government Officials.

Typical Experience
5 - 7+ years commercial experience, coupled with a university degree in Business/Marketing or similar tertiary level qualification.
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POSITION DESCRIPTION

Position Title: Market Research Manager
Position Code: 233
Career Level: 4

Responsible for
Managing the organisation's marketing research requirements of both an internal and external nature within budgetary constraints for
the purposes of forecasting sales and developing new and existing products.

Reports To
Marketing Manager

Supervises
May supervise a Market Research Officer.

Main Activities
= Undertaking market analyses/research.

= Undertaking research for the development of strategic business and territory plans in order to provide information required
for the business development process and for bid proposals.

= Undertaking customer-related research such as market/technology trends and industry benchmarks using accurate and
consistent methodologies for ongoing consumer research.

= |dentifying opportunities to promote the organisation amongst the industry analyst community and managing analyst
briefings with relevant organisational executives.

= Providing Corporate Finance Personnel and Business managers with information on organisations targeted for acquisition.
= Managing the contracts/subscriptions with external research providers.

= Providing training to staff on research and information resources.

= Managing public and industry requests for corporate information such as surveys, registers, listings etc.

= Managing the research budget.

Key Skills
= Research expertise and experience.
= Strong numeric and analytical skills.
= Good oral and written communication skills.
= Well rounded knowledge of the Transport, Shipping or Logistics sector.
= Ability to communicate effectively with people at all levels both internally and externally.
= Project management skills - with the ability to manage multiple tasks simultaneously.

Internal Contacts
Sales/Product Management trams, Business Managers, Marketing team, Corporate Finance, Executive Managers.

External Contacts
Industry Analysts, Research Service Providers.

Typical Experience
Typically 5 - 10 years experience, coupled with a relevant tertiary qualification.

Other Comments
This role may require leadership skills if a Market Research Officer is reporting through to it.
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POSITION DESCRIPTION

Position Title: Market Research Officer
Position Code: 234
Career Level: 2

Responsible for

Undertaking Marketing Research studies and gathering statistical data for the purposes of forecasting sales and developing new and
existing products.

Reports To
Marketing Knowledge & Research Manager, Marketing Manager.

Supervises
No supervisory responsibilities.
Main Activities
= Undertaking delegated Market Analysis/Research.

= Undertaking Research for the development of strategic business and territory plans in order to provide information required
for the business development process and for bid proposals.

= Analysing statistical data regarding economical and industry trends.

= Preparing and presenting relevant detailed reports for Management.

= Providing background material for the launches of new products and for overall marketing strategy formulation.
= Assisting with the management of contracts/subscriptions with external Research providers.

= Carrying out public and industry requests for corporate information such as surveys, registers, listings etc.

Key Skills
= Sound knowledge of standard Research methodologies.
= Strong statistical ability.
= Strong numeric and analytical skills.
= Communication skills.
= Growing knowledge of a specific industry sector.
= Eye for detail.

Internal Contacts
Sales/Product Management Teams, Business Managers, Marketing Team, Corporate Finance, Executive Managers.

External Contacts
Industry Analysts, Research Service Providers.

Typical Experience
2 - 5 years of Research experience, coupled with relevant tertiary qualifications.
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POSITION DESCRIPTION

Position Title: Marketing Administration Assistant
Position Code: 236
Career Level: 2

Responsible for
Providing general Administrative support to the Marketing Manager and Marketing team.

Reports To
Marketing Manager.

Supervises
No supervisory responsibilities.
Main Activities

= Performing an array of Administrative duties, including preparation of reports and proposals, database management, written

correspondence, arranging travel itineraries and bookings, word processing, typing, purchasing and screening incoming
telephone calls.

= Maintaining effective electronic and hard copy filing systems.
= Assisting with the co-ordination of Marketing events.
= Maintaining consumables stock and Marketing literature for the group.

= Handling routine department enquiries and re-routing urgent matters for attention by more senior Marketing employees.

Key Skills
= Highly developed Administration skills.
= Excellent communication skills.
= Highly organised - with ability to juggle multiple tasks.
= PC Application and broad systems knowledge e.g.. Word, Excel.

Internal Contacts
Sales, Customer Service/Support.

External Contacts
Clients, Suppliers, Research Consultancies.

Typical Experience
2+ years of Administrative experience.
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POSITION DESCRIPTION

Position Title: Marketing Communications/Public Relations Manager
Position Code: 238
Career Level: 5

Responsible for

Implementing and coordinating the organisation’s Communications strategy - both internally and to the marketplace - in areas such
as advertising, employee communications, public relations, sales promotions and trade shows. Ensuring that communications
programs are consistent with relevant policies, guidelines and overall organisational image.

Reports To
Marketing Director, CEO, GM - Marketing.

Supervises
Will manage a small team or Marketing professionals and clerical support staff.

Main Activities

= |dentifying and projecting the organisation’s image - mostly by interfacing with the press, consultants, business analysts,
customers and other groups influencing public opinion.

= Establishing organisational advertising and expense controls. Developing advertising strategies and program — either
internally or in liaison with external advertising agencies - including copy, art and media placement.

= Developing and implementing publicity campaigns - coordinating special events such as press conferences, trade
exhibitions, product launches VIP visits etc to achieve maximum impact.

= Assisting with sponsorship activities and associated event coordination.

= Acting as the organisation’s spokesperson and/or preparing presentation material for other Executives required to speak on
behalf of the organisation as required.

= Producing internal employee communications on a regular basis such as newsletters and information bulletins.
= Managing external consultants and publicity/advertising budgets.

= Contributing to the overall organisational Marketing strategy and participating in policy-making meetings or committees.

Key Skills
= Excellent oral presentation and written communication skills.
= Strong interpersonal skills and commitment to working in a team environment.
= Ability to liaise at all levels inside and outside the organisation.

Internal Contacts
Divisional Managers, participants of the Sales & Marketing policy-making committee.

External Contacts
Media, Advertising & Public Relations Agencies/Consultancies, Sponsorship Recipients, Promotions Consultants, Government
Officials.

Typical Experience
4 - 7+ years of related experience coupled with tertiary qualifications (typically in Marketing, Communications or Journalism) and
membership of the Public Relations Institute.

Other Comments
The position has largely external responsibilities.
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POSITION DESCRIPTION

Position Title: Marketing Communications/Public Relations Officer
Position Code: 240
Career Level: 3

Responsible for
Providing professional and technical Marketing Communications expertise to handle Advertising, Public Relations and/or Promotional
activities that are typically referred to external agencies or consulting firms.

Reports To
Marketing Communications/Public Relations Manager.

Supervises
No supervisory responsibilities.

Main Activities

= Ensuring the effective internal dissemination of company news, announcements, Marketing event calendars and other
Communications to the field.

= Organising internal promotions and events such as the annual sales kick off.
= Assisting in the production of publications such as newsletters, product brochures and other promotional material.
= Preparing editorial for press releases and/or coordinating this activity through external Public Relations organisations.

= Coordinating organisational involvement in trade exhibitions, seminars and shows — including liaison with external service
organisations.

= Developing and supervising budgets for activities.

= Liaising with advertising agencies, public relations consultants and the media.

Key Skills
= Excellent oral and written communication skills.
= Ability to liaise at all levels inside and outside the organisation.
= Adaptability to changing environment and work loads.
= Ability to use own initiative.

Internal Contacts
Sales Department Employees, Marketing Management, Senior Executive Team.

External Contacts
Media, Advertising & Public Relations Agencies/Consultancies, Sponsorship Recipients, Promotions Consultants, Conference
Organisers, Graphic Designers, Printers.

Typical Experience
3+ years of related experience such as Advertising, Journalism, Public Relations or Event Management coupled with tertiary
qualifications (typically in Marketing, Communications or Journalism).

Other Comments
This position is junior to the level of a Marketing Communications/Public Relations Manager. While the role may have largely internal
responsibilities, it is a hands-on position requiring the incumbent to undertake a variety of activities.
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Warehouse & Distribution:
Warehouse & Distribution Manager (National)

Warehouse & Distribution Manager (State)
Warehouse Manager

Warehouse Supervisor

Senior Stores/Warehouse Person
Storesperson/Loader

Logistics Manager

Logistics Officer

Logistics Analyst
Warehouse Administration Officer

FMCG:
Perishables Manager

Perishables Officer

Purchasing/Procurement:
Purchasing/Procurement Manager

Senior Purchasing/Procurement Officer
Purchasing/Procurement Officer
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POSITION DESCRIPTION

Position Title: Warehouse & Distribution Manager (National)
Position Code: 300

Career Level: 6

Responsible for

Managing Warehousing and Distribution on a National basis, coordinating the Distribution of goods, materials or products through a
national network.

Reports To
National Operations Manager, General Manager, National Logistics Manager.

Supervises
Distribution Management and staff.

Main Activities

= Controlling the efficiency of Warehousing and Distribution operations across a National network. Providing reliable and cost
effective Distribution services on a national basis.

= Controlling expenditures within an approved budget.

= Minimising loss/damage in Distribution, administering policy and reviewing practices to prevent loss/damage of stock or
assets.

= Analysing Distribution costs and trends and determining or recommending changes.

= Planning and implementing strategies on cartage rates and handling and storage arrangements.

= Monitoring shipping schedules and commitments and planning new Distribution centres and networks.
= Managing industrial relations on a national basis.

= Ensuring the safety of Warehousing and Distribution operations.

Key Skills
= Strong organisational skills.
= Effective communication and people management skills.
= Strong negotiation skills.
= Basic understanding of accounting principles.
= Employee relations skills.

Internal Contacts

State or Divisional Managers, Industrial Relations Manager, DP Manager, Transport Manager, Warehouse & Distribution Managers,
Purchasing & Supply Managers.

External Contacts
Major customers, Federal and State Officers, Union Officials, Transport and other Contractors

Typical Experience

10 - 12+ years of experience, including substantial managerial experience and responsibility for major Cost Centres, coupled with
relevant tertiary qualifications.
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Position Title: Warehouse & Distribution Manager (State)
Position Code: 305
Career Level: 5

Responsible for
Directing and controlling the Warehousing and Distribution operations in order to meet customer delivery requirements within time,
cost and efficiency standards.

Reports To
Operations Manager/National Warehouse and Distribution Manager, State Manager.

Supervises
Warehouse Staff, Transport Fleet Staff.

Main Activities

= Ensuring customer requirements are met, with respect to delivery, time and quantity, by directing and controlling the Rail
and Road Distribution operations.

= Maximising labour utilisation by ensuring that staff are effectively managed and allocated between Distribution and
Warehousing functions.

= Minimising the cost of the transport operation by analysing and implementing procedures which result in optimal fleet
utilisation.

= Ensuring that the customer orders are correctly filled by directing and controlling the Warehousing operation.

= Contributing to product quality maintenance by ensuring stock storage and stock levels are effectively maintained through
efficient stock rotation and Warehousing.

= Assisting Marketing by maintaining regular liaison with customers.

= Contributing to the quality of delivered goods by liaising with road and rail transports and informing them of the correct
handling procedures.

= Ensuring Warehouse security if required.

= May have garage responsibilities - truck cleaning and fuel supply.

Key Skills
= Strong organisational skills
= Effective communication and people management skills.
= Strong negotiation skills.
= Employee relations skills.

Internal Contacts
Accounting staff, Orders Department, State Manager, Sales Manager, Operations Manager.

External Contacts
Customers, Transport Companies, Representatives, Suppliers.

Typical Experience
8 - 10+ years of experience in aspects of Warehousing and Distribution.
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Position Title: Warehouse Manager
Position Code: 310
Career Level: 4

Responsible for
Effectively managing, streamlining and safeguarding all operations of a Warehouse.

Reports To
Warehouse & Distribution Management.

Supervises
Warehouse & Distribution staff.

Main Activities

Key Skills

Managing all staff and activities of the Warehouse to achieve maximum efficiency and effectiveness.
Organising effective receipt, storage and dispatch of stock.

Organising regular stock taking in order to analyse and report on inventory levels.

Analysing and recommending improvements to Warehouse processes and facilities.

Managing all employee issues including performance management, employee safety and team building.

Ensuring the effective operation and utilisation of a Warehouse Management System.

Proficiency in Warehouse Management Systems and ERP principles.

Effective communication and people management skills.

Strong understanding of Occupational Health & Safety principles and legislation.
Basic understanding of accounting principles.

Strong analytical and process management skills.

Internal Contacts
Accounts Department, Logistics, Operations Staff, Credit Control, Senior Management.

External Contacts
System Vendors, Transport Companies, Rail Authorities, Suppliers.

Typical Experience
5 - 7 years in a Warehousing/Distribution/Logistics environment.
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Position Title: Warehouse Supervisor
Position Code: 315
Career Level: 3

Responsible for
Supervising and coordinating the day-to-day activities of Warehouse & Distribution employees.

Reports To
Warehouse & Distribution Manager.

Supervises
Stores & Warehouse staff.

Main Activities
= Determining work requirements and allocating duties to Warehouse employees.
= Conferring with Warehouse Manager to organise effective receipt, storage and dispatch of stock.

= Ensuring customer requirements with respect to delivery, time and quantity are met by directing and controlling the rail and
road distribution operations.

= Implementing improvements to Warehouse processes and facilities.
= Minimising the cost of transport operation by analysing and implementing procedures that result in optimal fleet utilisation.
= Explaining and enforcing work safety issues to all Warehouse staff.
= Operating a Warehouse Management System to ensure seamless tracking of stock.
= Assisting, when required, with security responsibilities and/or with garage responsibilities such as truck cleaning and fuel
supplies.
Key Skills
= Proficiency in warehouse management systems and ERP principles.
= Effective communication and people management skills.
= Understanding of Occupational Health & Safety principles and legislation.
= Strong analytical and process management skills.

Internal Contacts
Warehouse Management, Accounts Department, Logistics, Operations Staff, Credit Control, Senior Management.

External Contacts
System Vendors, Transport Companies, Rail Authorities, Suppliers.

Typical Experience
3+ years in a Warehousing/Distribution/Logistics environment.
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Position Title: Senior Stores/Warehouse Person
Position Code: 320
Career Level: 2

Responsible for
Receiving, handling, sorting, scanning and dispatching goods within a Store or Warehouse.

Reports To
Warehouse & Distribution Supervisor.

Supervises
May mentor more junior Stores/Warehouse staff.
Main Activities
= Organising and controlling the day to day workflow - receiving, scanning, sorting and placing incoming goods on shelves.
= Unloading and loading of containers/vehicles of goods both inwards and outwards.
= Answering customer queries regarding stock location and progress.
= Operating computer system to obtain details of stock quantity and location.
= Operating machinery such as a forklift to lift, place and remove items.
= Assisting with regular stock takes and cleaning of worksite.
= Working in accordance with strict Occupational Health & Safety guidelines.

= Possibly assisting with packing and physical movement of goods according to workload demands.

Key Skills
= Basic customer service skills.
= Understanding of Occupational Health & Safety principles and legislation.

Internal Contacts
Warehouse Management, Accounts Department, Logistics, Operations Staff.

External Contacts
Couriers, Transport Companies, Rail Authorities, Suppliers, Customers.

Typical Experience
2 - 3+ years in a Warehousing/Distribution/Logistics environment.
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Position Title: Storesperson/Loader
Position Code: 325
Career Level: 1

Responsible for
Receiving, handling, sorting, scanning and dispatching goods within a Store or Warehouse.

Reports To
Warehouse & Distribution Supervisor.

Supervises
No supervisory responsibilities.
Main Activities
= Receiving, scanning, sorting and placing incoming goods on shelves.
= Unloading and loading of containers/vehicles of goods both inwards and outwards.
= Operating computer systems to obtain details of stock quantity and location.
= Operating machinery such as a forklift to lift, place and remove items.
= Assisting with regular stock takes and cleaning of worksite.
= Working in accordance with strict Occupational Health & Safety guidelines.

= Possibly assisting with packing and physical movement of goods according to workload demands.

Key Skills
= Basic customer service skills.
= Understanding of Occupational Health & Safety principles and legislation.

Internal Contacts
Warehouse Management, Accounts Department, Logistics, Operations Staff.

External Contacts
May have some contact with Couriers, Transport Companies, Rail Authorities, Suppliers.

Typical Experience
Often an entry level role into a Warehousing/Distribution/Logistics environment.
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Position Title: Logistics Manager
Position Code: 330

Career Level: 5

Responsible for
Leading, managing and developing the Logistics team, enabling the effective provision of Logistics services to customers, ensuring
adherence to standard operating procedures and customer agreements.

Reports To
National Logistics Manager.

Supervises
Logistics Officers, Analysts.

Main Activities

= Coordinating activities within the Logistics team ranging from one off transportation extras, to individual, tailor made
activities and global supply chain solutions.

= Negotiating with sub-contractors and ensuring their standard of service meets the SLA.

= Maximising opportunities to develop new business and grow business with existing customers. Providing support to the
team for the development of new business and the continuous improvement of existing business.

= Authorising sub-contractor costs within their authority.

= Acting as a key advisor to the Logistics Management team, assisting in the development of the strategic direction of the
organisation's product, design and implementation in the Region.

= Preparing budget performance, forecasts and local business unit plans. Analysing performance, reporting and initiating
appropriate action.

= Continually monitoring customer variance to budget, period and YTD by trade.
= Working in conjunction with Trade to ensure rate schedules are updated regularly.

Key Skills
= Well developed commercial acumen.
= Excellent communication skills (oral and written).
= Excellent negotiation and influencing skills.
= Well developed conflict resolution skills.
= Ability to monitor the progress of direct reports and to delegate.
= Ability to develop team members and to impart knowledge and develop shared solutions.

Internal Contacts
Customer Service Management team, Management, Customer Service Staff, Sales Representatives.

External Contacts
Statutory Bodies, Port Authorities, Exporters, Customers, Importers, Sub-Contractors.

Typical Experience
8 - 10+ years experience in a senior logistics role, coupled with tertiary qualifications.
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Position Title: Logistics Officer
Position Code: 335
Career Level: 2

Responsible for
Providing efficient and effective tracking, monitoring and reporting of products, stock, equipment and parts.

Reports To
Warehouse & Distribution Supervisor/Team Leader/Manager.

Supervises
No supervisory responsibilities.
Main Activities

= Assisting with the coordination of a warehousing and distribution operation to ensure the efficient and cost effective supply
of equipment.

= Inputting all stock item movement and tracking data to ensure accurate information on product availability is consistently
available on the organisation’'s product management system.

= Assisting with performing maintainability, reliability and availability analysis in accordance with project plans in order to
achieve the desired Logistics requirement/outcome.

= Placing orders with overseas suppliers, mainly other organisation subsidiaries, to meet forecast requirements.
= Working within established logistics policies and procedures to optimise handling storage and transport resources.
= Ensuring the security of stock and assets.

= Maintaining effective working relationships with field staff, assisting the coordinators in each location with respect to the
requirements for tracking and reporting of parts.

= Ensuring compliance with the organisation's Operating Principles, relevant policy, procedures, and related quality
standards, identifying and effectively responding to non-conformances and opportunities for improvement.

= Regularly reporting on Logistics performance against budget.

Key Skills
= Strong communication, analytical and organisational skills.
= Proven abilities in cost centre management and negotiation.
= Customer service focus.

Internal Contacts
Logistics Staff at all levels, Sales Management, Finance & Administration Staff, Human Resources Staff.

External Contacts
Clients, Suppliers, Sub-contractors.

Typical Experience
2 - 5 years of Logistics experience coupled with relevant tertiary qualifications.
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Position Title: Logistics Analyst
Position Code: 340
Career Level: 2

Responsible for

Undertaking analysis of routes, networks and infrastructure in order to monitor potential changes and restrictions to operations and

provide data and recommendations accordingly.

Reports To
Logistics Manager.

Supervises

No supervisory responsibilities.

Main Activities
= Maintaining management information systems.
= Retrieving and analysing data.
= Preparing management reports.

= Impacting Logistics planning across the organisation.

Key Skills
= Excel and access reporting skills.
= Operationally focused analysis.

= Good verbal and written communication skills.
Internal Contacts
External Contacts

Typical Experience

3 - 5+ years experience in Logistics coupled with relevant tertiary qualifications.




TRANSPORT, SHIPPING & LOGISTICS INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Hewitt
CSi

Position Title: Warehouse Administration Officer
Position Code: 345
Career Level: 2

Responsible for
Providing Administrative support for the Warehouse.

Reports To
Warehouse Manager/Supervisor.

Supervises
No supervisory responsibilities.

Main Activities

Key Skills

Handling complete segments of a Department's Administrative work under minimal supervision.
Classifying, indexing, maintaining and updating both manual and electronic filing systems.
Maintaining all accounts payable/receivable, processing orders and preparing invoices.

Answering incoming calls, operating switchboard, fax machine and other electronic/digital office equipment.

Ordering stationary and office equipment supplies and keeping stock records.
Typing correspondence.

Organising travel and accommodation.

Maintaining and organising the repair of all office machines and equipment.

Good interpersonal and communication skills.
Intermediate MS Office skills.

Effective organisation and time management skills.
Efficient and accurate typing ability.

Ability to work in a team environment.

Internal Contacts
Staff at all levels.

External Contacts
Suppliers of Business Equipment, Customers and Clients.

Typical Experience
2+ years applicable work experience coupled with HSC or equivalent with course work in business curriculum.
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Position Title: Perishables Manager
Position Code: 350
Career Level: 4

Responsible for
Managing the logistics of Perishables in a time sensitive environment.

Reports To
Logistics Manager.

Supervises
Perishables Officers.

Main Activities
= Monitoring and controlling Perishable inventory.
= Monitoring and controlling the transport of Perishables.

= Developing and maintaining policies and processes relating to food handling and cool chain techniques.
= Managing staff and ensuring standards are adhered to.

Key Skills
= Strong communication skills.
= Analytical skills.

Internal Contacts
Warehouse & Distribution staff.

External Contacts
Statutory bodies, Unions, Service Providers.

Typical Experience
Experience in the management of Perishable goods.
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Position Title: Perishables Officer
Position Code: 355
Career Level: 2

Responsible for
Monitoring the logistics of Perishables in a time sensitive environment.

Reports To
Perishables Manager.

Supervises
No supervisory responsibilities.
Main Activities
= Monitoring and controlling Perishable inventory.
= Monitoring and controlling the transport of Perishables.

= Developing and maintaining policies and processes relating to food handling and cool chain techniques.
= Ensuring standards are adhered to.

Key Skills
=« Communication skills.

Internal Contacts
Warehouse & Distribution staff.

External Contacts
Statutory bodies, Unions, Service Providers.

Typical Experience
Experience in Perishable goods.
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POSITION DESCRIPTION

Position Title: Purchasing/Procurement Manager
Position Code: 360
Career Level: 5

Responsible for
Managing team/s of Purchasing/Procurement Officers to ensure that goods and services are procured according to specified
quantity, quality and cost requirements, and delivered within given timeframes.

Reports To
Purchasing/Procurement Director or Corporate Logistics Manager/Director.

Supervises
Purchasing/Procurement Team Leaders, Purchasing/Procurement Officers.

Main Activities

Key Skills

Contributing to and implementing the organisation's strategic Purchasing/Procurement plan in line with overall business
performance goals.

Selecting reliable sources of supply, engaging complimentary suppliers and working with key suppliers to improve value
delivered to the organisation.

Overseeing the preparation of tenders, proposals and the negotiation of contracts.

Maintaining programs for vendor analysis and cost reduction thereby improving the efficiency and effectiveness of the
Procurement process.

Monitoring suppliers and overseeing inventory control activities to ensure that accurate quantities of stock are purchased at
the correct price within specified timeframes.

Conducting technical, business and process analysis, identifying areas for process improvement and providing advice to
Senior Management.

Developing, piloting, testing and implementing Procurement tools.
Managing team/s of Purchasing/Procurement Officers.

Specialist knowledge of procurement concepts, processes, activities and trends.
Negotiation skills.

Advanced analytical interpretation and problem-solving skills.

Ability to provide technical leadership, coupled with people and project management skills.
Business, communication, change management and customer service skills.

Internal Contacts
All Departments.

External Contacts
Major Suppliers, Major Customers.

Typical Experience
8 - 10 years of experience in Purchasing/Procurement, coupled with relevant Purchasing/Procurement qualifications.

Other Comments
Alternate title: Sourcing Manager, Buying Manager.
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