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Job Description

Job Title: Filing Clerk
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 Filing & Archiving
· Organize and maintain both physical and electronic filing systems.
· Ensure completed files are properly archived and stored for easy retrieval and future reference.
· Maintain orderly documentation across all relevant departments.
2.2 Customs Documentation Filing
· Compile and file complete Customs Master Files accurately.
· Register and maintain organized records of Customs receipts.
· Match PTLs (Pre-Transit Logs) with corresponding Job Numbers and file accordingly.
2.3 Finance Documentation Filing
· File final invoices together with all supporting documentation.
· Maintain Local Summary records accurately.
· File completed Master Files and Payment Requisitions in the appropriate records system.
2.4 Transport Documentation Filing
· File Transport Local Summaries and Local Job Cards together with supporting documentation.
· Maintain records of PTLs and related documentation in an organized filing system.
2.5 Register Books & Records Management
· File all completed departmental register books for proper storage and record keeping.
· Bind daily register books for all departments to maintain document integrity.
2.6 Chemical & Detergent Stock Monitoring
· Monitor and issue cleaning chemicals and detergents to cleaning staff as required.
· Maintain and update the chemical and detergent stock register.
· Monitor and issue docket books for the Transport Department.
2.7 Photocopying & Document Support
· Photocopy A3 Customs Master File sheets and other documents when required.
· Provide general document handling and administrative support to departments when necessary.
2.8 Additional Support Duties
· Issue rations to Casual Workers, Property Department staff, and Hi-Lift Company Ltd staff when required.
· Assist with incoming calls in the absence of the Receptionist or Admin Officer.
· Respond to stock-related queries and provide assistance when needed.
· Carry out other duties as assigned by supervisors or management within the reasonable scope of the role.

3. MEETINGS
3.1 [bookmark: _GoBack]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: Filing Clerk					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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