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Job Description

Job Title: Admin Officer
Department: Administration
[bookmark: _GoBack]Reporting To: Administration & HR Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Reception & Administrative Support
· Serve as the first point of contact for staff, clients, and visitors, handling inquiries via reception counter, phone, or email.
· Answer and direct incoming calls, ensuring messages are accurately recorded and relayed to the appropriate personnel.
· Maintain a clean, organized, and professional reception area.
Ensure staff rations are prepared in the afternoon for the following day’s supply.
2.2 Stock Inventory Management
· Maintain and manage a detailed inventory database for company stock items including:
- Stationery
- Docket Books
- Chemicals & Detergents
- Uniforms & Personal Protective Equipment (PPE)
- Rations
· Maintain an updated list of suppliers for all inventory items.
· Keep accurate and organized records of supplier invoices and purchase documentation.
· Work closely with the Storeroom Clerk to conduct monthly stock inventory counts.
· Submit Monthly Stock Count Reports to HR during the last week of each month, including reports from the 
2.3 Transport and Workshop Departments.
· Monitor stock levels and ensure items due for restocking are promptly identified and replenished.
· Obtain quotations, place purchase orders, and coordinate with suppliers for the delivery or collection of inventory items and rations.
· Coordinate with the Admin Driver and suppliers to ensure efficient delivery or collection of ordered stock.
2.4 Staff Requisitions & Department Coordination
· Monitor and process staff requisitions for PPE, rations, and office supplies, ensuring timely issue and proper documentation.
· Prepare Recharge Notices for items purchased on staff accounts.
· Attend to quote requests from other departments as required.
· Maintain register books to ensure accurate staff sign-outs for issued items.
· Conduct audits of Docket Books (FCL / Back Loading / Empty) to ensure proper tracking and accountability.
2.5 Staff Attendance & Cleaning Coordination
· Maintain accurate daily attendance records for Administration Staff and Cleaners, including Daugo staff.
· Monitor cleaner schedules and ensure assigned cleaning duties are completed.
· Ensure cleaning equipment and chemicals are issued to cleaners each morning.
· Monitor and coordinate the cleaning schedule for facilities including the male restroom at the mess hall.

2.6 Additional Administrative Support
· Assist the Inventory Clerk with monthly stock inventory counts when required.
Oversee the issuing of rations for casual workers, company properties, and Hi-Lift Company Ltd staff.
· Provide additional administrative support to the Administration Manager as required.

3. MEETINGS
3.1 Attend HR & Admin Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.

5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Admin Officer					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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