vV ACANCY

Suitably qualified and dynamic applicants are invited fo apply for the following vacancies:

Cloims Adminlstrofor: X2 WINDHOEK

Furpose of posifion:

To adminsiarand proces warehouse-relaoted cioims cccurately and effciently, ensaring thal ol claims o prapany documentad,
invastigoted, coptured and allocated fo the comect imonciol ocCounis and-cost cenlres. The rale & responsible for manoging
chaims arising from stock kosses, domoged goods, shorloges, incomect delbveras, relurms, frorsgort damogs and other washouse-
related incidents. The succassiul condidale must combine sirong administrafive ond doto-coptunng stillswath soind finoncial
wvnderstonding fo ensure that claims are recorded comectly, alocoted occording to fhe noturs aond cowss of thelos, gnd
wipportad-by fhe necessary evidence and -approvals. The role ploys o crificol ot inomaintoining sfock- occurocy, contmoliing
wiorehowss losses, recovering costs whans appropriote and ensuring that claims are refiected comecily in the company's inoncicd
reconds.

Eey Accountobllities:

=  Raceive ond regisler chomsmeiofing to domoged stock, stock shorfoges, pickng ermorns, incomect delverias, refurns,
fronsport damoge and ofher worehouss discreponciss. )

= - Cophure o cloims occuraialy. 0 the relevoni cioims manogemsent system, worehoiss monocgement systam (WS, ERP or
acoounting sysham,

* Racord of refevont cloim deicds, incleding stock codes. prodoct deserpfions. quoniitias, walkas, delivery notes, parchase
orders, Invaices, dotes, batch or serol numbes whens applicoble. and cloim references

» | Ersure ecch ciom s inked o the comect warehouse fronsoction. delvery, suppber. customer. frarsporier or responsible
deportment.

= Werly fthat ofl claims ore supported by the necassory documentation, such oz delivery nofes, goods received nofes
[GRHs), dspatoh records, photographs invoices. credit notes and incidant reports.

= Monitor the progeess of claims and fobow up on owistonding informaton, opprovals. vestigalions and recovenss:

= Enzure claims are copfurad prompthy ond within ogreed processing fimelines.

= Lobke with worehouse supervisons, eceiving feams, dispaich teams, invenfory controdars, iransporters. Gnd refevant
castomers fo establsh the couse of each discrepoancy.

=  Review supporiing evidence to determine whether o cloim melates to domopge, shorfoge. incomact picking, incomsct
receiving. supplisr armor. ronsport loss oronother openfional ssus.

= chszass the nohue and cowse of eoch woshowes ciem to snsure it s ollccated to the corect general ledger accouwnt;
expenss cofegony: cost cenfre, worshouse, depariment or aiher oppkcoble fironcial code.

= Distinguish betwean different fypes of warehousa-reloted finoncial kansochions, including stock losses. domaged
ventory. supplier cloims, framsport cloirs, customes retums, recoveroble cosh ond opprosved stock odustments:

s Enmure cloims dre oibcafed in occordance with the compary’s chort of ocoounts, accounting palicies and finoncial
procedlres.

e Venhythat clorm valies are colculoted comeciiv using fhe oppropnate guonfifies. unit costs, invosce volues and
supparting fingncial documentafion.

*  Prepore ond submit claims-fo fronsporfers or ofher responsible porties for damoged goods, shortages. inconect dalivenes
or ofher upported loses. ;

= | Ericure claims are submitted within opplicoble controcieal or proocedural deodlines.

= - Ensure thot approved cloims resuiting in stack adjustmenis are processed only alter the regurad authorsaticn hos been
chtained.

= Monitor recumng warehouse Sscreponciss and idenfify potbems-thof may indicate operaticnal weaoknessss or
preventabie lomses.

Gualficaflons, Experence and skilis;

= (Godse 12

« Acarfificate ordiploma in Suppdy Chain Managemant, Logstics,- Wasshouse Monogemseni,-Accounfing,
Bookkzaping o Businsss Adminstration would be an aodvantags
* . §weors' sxpanence in BWCG
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vV ACANCY

v Acarfitcate ordiploma in Supply Chain Monogemsant, Logsics, Woranouse Maonogement, Accounfing,
Bookkaeping or BusinessAdministration would be aon odvantage

o Previous expansnce inworshouss odminiration, cloims processng, invantony control. stock reconciliation, goods
receivireg or dispotch adminstration.

& Procticgl understonding of warehouwse documentation and stock movemeant processes.

»  Bosic o indemmediais ooccounfing knowledge, inciuding expense clossficalion; generol ledoer coding ard finoncial

allocation:

Expenerce with-an ERP worehouse monagement system-or imventony/accounting softwore.

Profickency’ in Microsoff Excel including waordng with spreadshests: reconailioficns and reports,

Accurole dofo coptuning: Abés o cophure stock oodes. guonfifies. vofues ond choim detcls ciomecthy,

Financicl ocurnen: Wndersfands how woshowse cloims gffect invendory; expanses, supplier recoverias and fincncicl

reporhing.

= Comect finaonciol adliccatfion; Abée fo identify the appropiofe account. cost cenfre and ckaim cofegory, and
reCognize whan fimoncict guatkance s required.

& Waorehousa proces knowledge: Understands recaiving, put-owoy, picking. pocking. dispofch, refurns and stock

cornirol processss. ]

inwestigotive abdify Can roce discreponciss throwgh worahiowss records cnd suppoding docurnentalicn:

Humencod accuracy: Confident in chacking sfock goaonfifies: unit costs: clgim woiues and reconciohons.

Attenticn to detol Abls to daniify missing documants, dupicote cloims, incorect guanfifies ond incorsistent wvalses.

Be-able to hordle prassure and conflict situatons

Ciommunscation and follow-up: Abls fo icse with worehouse teoms, suppbers, fronsparfers and fmonce fo resalve

ourhstonding Cicmms.

Yalid possport and palice clearmnce carfificate

Hameseon Cifrenship

* &% & @&

cicracruifmenticic.comana - When forwarding your application via email, please ensure that your information is
consolidated and that your email attachments are limited to three (3). Please indicate which position you are applying to
in the subject line.

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

As per Affirmative Action (Employment) Act, Act 29 of 1998 Namibian Citizens from previously disadvantaged groups will
enjoy preferential treatment.
CLOSING DATE FOR APPLICATIONS: 10 November 2026
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