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Job Description

Job Title: Driver
Department: Administration 
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 Transportation & Logistics Support
· Conduct daily administration-related transportation tasks as assigned.
· Safely transport documents, staff, and company items to required locations.
· Deliver invoices and official documents to clients when required.
· Collect cheques and other payments from clients and ensure prompt handover to the Accounts team.
· Pick up company orders, supplies, or materials from suppliers as needed.
2.2 Banking & Statutory Duties
· Perform banking duties such as deposits, withdrawals, and document lodgments as directed by the Finance team.
· Carry out IRC-related errands and submissions as instructed, ensuring accuracy and confidentiality of company records.
2.3 Mail & Courier Services
· Collect incoming and outgoing mail from the Post Office.
· Deliver and dispatch documents to couriers, clients, or government offices as required.
2.4 Vehicle Care & Compliance
· Ensure the assigned company vehicle is kept clean, well-maintained, and roadworthy at all times.
· Conduct basic daily vehicle checks (fuel, oil, water, tyres, and cleanliness).
· Promptly report any vehicle faults, damages, or incidents to management.
· Ensure compliance with traffic laws, company vehicle policies, and safety procedures.
2.5 Support & Special Assignments
· Assist with school pick-ups or other approved duties as directed by management.
· Provide general administrative support when required.
· [bookmark: _GoBack]Carry out any other additional duties and tasks as designated by the immediate manager, within reasonable scope of the role.

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: Driver						Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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* P.O. Box 830, Port Moresby, National Capital District, Papua New Guinea Business Registration number:1-100170  Tax Identification Number: 500050104

9 Porebada Road, Napa Napa Port Moresby Papua New Guinea ‘. +675 3251355 @ www.hiliftcompany.com X info@hiliftcompany.com




