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Job Description

Job Title: Customs Broker
Department: Customs
Reporting To: Logistics Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 12:00pm
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 Customs Clearance & Compliance
· Prepare and lodge customs entries and documentation for import and export shipments in accordance with PNG Customs requirements and applicable legislation.
· Ensure all customs declarations, permits, and supporting documentation are accurate, complete, and submitted within required timeframes.
· Remain up to date with changes to customs legislation, tariff classifications, and regulatory requirements.
· Represent clients in dealings with Customs and other regulatory authorities when required.
2.2 Import & Export Documentation
· Prepare import and export documentation, including customs entries, export declarations, permits, and related shipping documentation.
· Request Pro-forma Invoices and supporting documents from overseas suppliers where required.
· Prepare Single Movement Permits (SMP) for Customs-queried entries and refrigerated (reefer) containers.
· Prepare Wharfage and Handling Requests and monitor their progress.
· Arrange NAQIA permits, Health permits, and other statutory approvals required for cargo clearance.
2.3 Client & Regulatory Liaison
· Liaise with clients regarding customs requirements, duty payments, shipment status, and documentation.
· Respond to Customs, NAQIA, and quarantine queries promptly and professionally.
· Follow up with clients regarding draft entries, payment requests, and outstanding documentation.
· Maintain positive working relationships with Customs officers, shipping lines, freight forwarders, transport providers, and government agencies.
2.4 Duty & Payment Administration
· Calculate applicable customs duties, taxes, and government charges.
· Prepare and issue duty and payment requests to clients.
· Monitor outstanding payments and follow up with clients to ensure timely settlement.
· Coordinate with the Accounts Department to confirm receipt of payments before cargo clearance.
2.5 Cargo Clearance Coordination
· Plan and prioritize customs clearance activities to ensure cargo is released within required timeframes.
· Coordinate inspections with Customs, NAQIA, Health Inspectors, and other relevant authorities.
· Monitor shipment progress and expedite inspections and cargo releases where possible.
· Coordinate transportation and storage arrangements for imported cargo where required.
2.6 Team Coordination & Supervision
· Delegate daily work to Customs Department staff based on operational priorities.
· Monitor workflow to ensure customs documentation is processed efficiently and accurately.
· Review completed customs entries to verify accuracy before submission.
· Review and approve team timesheets for payroll processing.

2.7 Reporting & Record Management
· Maintain accurate customs records, daily receipt registers, master files, and shipment documentation.
· Prepare and distribute Daily Status Reports to key clients.
· Ensure internal status reports are updated each afternoon and submitted to Senior Management.
· Maintain organized filing systems in accordance with company and regulatory requirements.
2.8 Continuous Improvement
· Attend Customs workshops, seminars, and industry training to maintain professional knowledge and competency.
· Identify opportunities to improve customs clearance processes, customer service, and operational efficiency.
· Assist in developing and maintaining customs procedures and compliance standards.
2.9 Additional Duties
· Carry out any other duties and responsibilities as assigned by the Logistics Manager, Branch Manager, or General Manager, within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Customs Department 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), PNG Customs legislation, and Workplace Health and Safety standards.
4.2 The Employee is responsible for ensuring customs entries are prepared accurately, submitted on time, and processed in compliance with all regulatory requirements.
4.3 The Employee must maintain strict confidentiality of all client information, customs declarations, commercial documentation, and company records.
4.4 The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.
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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: Customs Broker					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
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