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V   A   C   A   N   C   Y
Suitably qualified and dynamic applicants are invited to apply for the following vacancies:

WAREHOUSE ADMIN SUPERVISOR:   				X1 
			  	
Purpose of position:			
To coordinate and control the quality of the work activities of a clerical and administrative team in the warehouse area, ensuring the accurate and on-time processing of data on business systems, record keeping and document control, contributing to managerial decision-making.

Key Accountabilities:
· Supervise warehouse admin staff
• 	Ensure picking slips are deleted as per procedures
• 	Ensure that internal procurement for Operations department is up to date
• 	Ensure accurate reporting on pallets daily
• 	Ensure accurate reporting on short dated and nearly expired stock to relevant Key Account Managers
• 	Ensure that monthly transport statements are up to date
· Ensure Health and Safety policies and procedures are adhered to in the warehouse and distribution area
· Ensure stock take count sheets are ready for weekly, monthly, and annual stock takes
• 	Ensure that valid credit notes were signed off

Qualifications & Experience and Skills:
· Grade 12
· 3 years experience in a similar position
· Great interpersonal skills
· Fluency in Afrikaans and English
· Computer literacy in Microsoft Office programmes (Excel, Word, Outlook, PowerPoint)
· Proficiency in an indigenous language will be a definite advantage
· Be able to handle pressure and conflict situations
· Excellent time management skills
· Attention to detail and accuracy
· Have good communication skills
· Valid passport and police clearance certificate
· Namibian Citizenship

For internal applications to be considered, the applicant must have at least one year’s permanent employment with the company. As per company policy and procedure, transfers may only take place after one-year permanent employment within the company.
Individuals meeting the above requirements should please forward a comprehensive CV together with a covering letter, clearly indicating the position being applied for to:
cic.recruitment@cic.com.na - When forwarding your application via email, please ensure that your information is consolidated and that your email attachments are limited to three (3).

Please note that only short listed candidates will be contacted and that no documentation will be returned. Applicants who are not contacted within two weeks from the closing date should consider their application unsuccessful.

As per Affirmative Action (Employment) Act, Act 29 of 1998 Namibian Citizens from previously disadvantaged groups will enjoy preferential treatment. 

CLOSING DATE FOR APPLICATIONS: 19 May 2026
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