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Job Description

Job Title: Customs Compiler
Department: Customs
Reporting To: Compiling Supervisor / Logistics 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 Customs Entry Compilation
· Prepare and compile import and export customs entries accurately and within required timeframes
· Verify shipping documents and supporting information prior to processing customs entries. 
· [bookmark: _GoBack]Ensure customs declarations comply with PNG Customs legislation, regulations, and company procedures. 
· Compile Green Lane, Yellow Lane, and Red Lane entries as assigned. 
· Assist with the delegation and prioritization of compiling work to meet operational deadlines
· Maintain a high level of accuracy to minimize customs queries and processing delays. 
2.2 Customs Documentation & Processing
· Prepare Single Movement Permits (SMPs) for applicable customs entries. 
· Monitor lodged SMP applications and follow up with PNG Customs until approval is obtained. 
· Prepare duty requests for Green Lane and assessed customs entries. 
· Ensure all required customs documentation is complete before submission. 
· Forward cleared customs documents to shipping agents and relevant stakeholders. 
· Compile and submit weekly SMP Outturn Reports to PNG Customs. 
2.3 Client Communication & Follow-up
· Send draft customs entries to clients for review and approval. 
· Follow up with clients to obtain timely approval of draft entries. 
· Prepare and send duty payment requests to clients. 
· Respond to client enquiries regarding customs clearance status. 
· Maintain regular communication with clients regarding outstanding documentation or payment requirements. 
2.4 Customs & Regulatory Coordination
· Coordinate with Customs Runners for inspections relating to Yellow Lane and Red Lane entries. 
· Liaise with PNG Customs regarding entry approvals, payment confirmations, and customs queries. 
· Ensure proof of payment is submitted to PNG Customs for duty confirmation. 
· Ensure all customs duties are receipted by PNG Customs before cargo release. 
· Arrange fumigation requests with approved service providers where required. 
· Ensure all customs processes comply with legislative and regulatory requirements. 
2.5 Reporting & Record Keeping
· Update the Daily Customs Status Report each afternoon. 
· Distribute Daily Status Reports to core clients, management, and the Customs Broker as required. 
· Maintain accurate customs files, registers, and electronic records. 
· Ensure bond yard records are maintained accurately and remain up to date. 
· Maintain proper filing of customs documentation for audit and compliance purposes. 
2.6 Administrative Support
· Answer incoming telephone calls and respond to general enquiries. 
· Assist with administrative duties within the Customs Department. 
· Support other Customs team members during peak operational periods. 
· Assist with maintaining departmental records and correspondence. 
2.7 Compliance & Quality Assurance
· Ensure all customs documentation is accurate, complete, and compliant with PNG Customs requirements. 
· Maintain confidentiality of client information and commercial documentation. 
· Report discrepancies, compliance concerns, or operational issues to the Customs Broker or Customs Manager. 
· Continuously improve knowledge of customs legislation, tariff classifications, and industry practices. 
2.8 Additional Duties
· Carry out any other duties and responsibilities assigned by the Customs Broker, Customs Manager, or management, 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

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 Compiler				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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