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Job Description

Job Title: Admin Officer
Department: Administration
Reporting To: Finance Manager / Branch Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 08:00am – 10am
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 Administration Department Management
· Plan, organize, coordinate, and delegate daily activities within the Administration Department.
· Ensure administrative tasks and responsibilities are completed accurately, efficiently, and within required timeframes.
· Supervise Administration staff, cleaners, and support personnel to ensure effective performance of duties.
· Monitor staff attendance and ensure adequate coverage of duties during staff absences.
· Provide coaching, training, and guidance to improve staff performance and capability.
· Ensure department staff comply with company policies, procedures, and workplace standards.
· Review and improve administrative processes to increase efficiency and service delivery.
2.2 Procurement, Inventory & Stock Management
· Oversee procurement and management of company uniforms, PPE, stationery, consumables, cleaning supplies, and staff rations.
· Monitor stock levels and ensure timely replenishment of required items.
· Ensure accurate stock records and inventory registers are maintained.
· Review monthly stock reports from Administration, Transport, Workshop, and other departments.
· Compile consolidated stock reports for Management review and reporting purposes.
· Ensure purchasing activities follow company procurement procedures.
2.3 Administrative Coordination & Support Services
· Coordinate daily administrative runs for Admin and Finance Departments to ensure efficient use of resources.
· Monitor administrative support services including cleaning, office maintenance coordination, and general workplace requirements.
· Ensure filing and archiving systems are maintained in accordance with company procedures.
· Conduct regular reviews of filing systems to ensure records are complete, organized, and accessible.
· Control the issuance and accountability of Transport docket books and maintain accurate audit records.
· Verify daily docket book audits and approve the release of new docket books in accordance with company procedures.
2.4 Human Resources Management
· Manage all aspects of Human Resources functions, including recruitment support, onboarding, employee records, and employee exits.
· Coordinate employee induction and orientation programs for new employees.
· Maintain accurate employee files, contracts, HR records, and confidential documentation.
· Support managers with performance management, employee evaluations, and development discussions.
· Manage disciplinary processes in accordance with company policies and employment legislation.
· Ensure employees comply with the company Code of Conduct, policies, and workplace requirements.
· Provide advice and support to management and employees on HR-related matters.
· Coordinate staff engagement activities, including company events and employee functions.
2.5 Payroll Administration
· Review and verify payroll information to ensure accurate and timely processing.
· Validate attendance records, overtime claims, leave records, allowances, deductions, and other payroll-related information.
· Work closely with Finance to resolve payroll discrepancies and ensure payroll accuracy.
· Maintain payroll-related records and supporting documentation.
2.6 Security Management & Workplace Monitoring
· Develop, implement, and monitor security procedures to protect company assets, employees, and facilities.
· Ensure daily security inspection reports and staff movement logs are completed accurately and submitted on time.
· Review security reports and escalate identified risks, hazards, damages, or unauthorized activities.
· Coordinate with Property and Transport teams regarding reported facility or vehicle issues.
· Liaise with external security providers to ensure adequate security coverage during weekends, public holidays, and non-working periods.
· Monitor after-hours and weekend usage of company vehicles.
· Review security reports relating to unauthorized vehicle use and coordinate appropriate action in accordance with company policies.
2.7 Compliance & Reporting
· Ensure administrative and HR processes comply with company policies, procedures, and applicable employment requirements.
· Prepare and submit required daily and monthly reports, including:
· Daily Reports:
· Docket Book Audit Register
· After-Hours Vehicle Usage Report
· Staff Attendance Report
· Monthly Reports:
· Administration, Transport, and Workshop Stock Take Reports
· Staff Attendance Reports
· HR-related reports as required by Management
· Provide accurate and timely reports to Management to support decision-making.
2.8 Executive & Management Support
· Provide administrative assistance and support to Management when required.
· Assist with preparation of reports, correspondence, meetings, and company initiatives.
· Support implementation of management decisions and company improvement programs.
· Maintain confidentiality of company information and employee matters.
2.9 Additional Duties
· Carry out any other duties and responsibilities assigned by the Financial Controller, Branch Manager, or Management within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Management Meetings, 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, Standard Operating Procedures (SOPs), and Workplace Health and Safety standards.
4.2 The Employee is responsible for maintaining high standards of administration, employee relations, compliance, and support services across the Company.
4.3 The Employee must maintain strict confidentiality of all employee records, payroll information, company documents, and management information.
4.4 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
[bookmark: _GoBack]Employee Name: 						Name: 					
Position: Admin & HR manager				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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