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Job Description

Job Title: Compiling Supervisor
Department: Customs
Reporting To: 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 & Processing
· Supervise and coordinate the preparation, compilation, and lodgement of import customs entries in accordance with PNG Customs legislation and company procedures.
· Review and verify the accuracy and completeness of customs declarations and supporting documentation prior to submission.
· Ensure all customs entries are processed within required timeframes to facilitate timely cargo clearance and delivery.
· Coordinate documentation requirements with clients, shipping agents, freight forwarders, and internal departments.
· Ensure customs declarations comply with tariff classifications, valuation requirements, permits, and regulatory obligations.
· Monitor customs processing and promptly address any issues that may delay cargo clearance.
2.2 Team Leadership & Supervision
· Supervise, mentor, and support Customs Compilers in the execution of daily operational duties.
· Allocate workloads based on operational priorities, shipment urgency, and customer requirements.
· Monitor staff productivity, attendance, work quality, and adherence to company procedures.
· Provide technical guidance on customs legislation, compiling requirements, and operational procedures.
· Ensure all customs updates, shipment records, and clearance activities are completed accurately and within agreed service levels.
· Identify training needs and contribute to the development of team capability and performance.
2.3 Shipment Monitoring & Customer Service
· Monitor shipment progress through HILCOMS (Customs Job Information Processing System) and other operational systems.
· Track shipment movements from pre-alert through customs clearance to final delivery.
· Respond promptly to customer enquiries regarding shipment status, customs processing, and documentation requirements.
· Provide regular shipment status updates to clients and management.
· Proactively identify and resolve issues that may impact cargo clearance or customer service commitments.
2.4 Customs & Regulatory Coordination
· Liaise with PNG Customs officers regarding customs entries, assessments, inspections, queries, and clearance requirements.
· Coordinate customs inspections, NAQIA inspections, fumigation requirements, and other regulatory activities.
· Facilitate Single Movement Permissions (SMP), PTL endorsements, and other regulatory approvals where required.
· Ensure compliance with PNG Customs legislation, quarantine requirements, and all applicable government regulations.
· Monitor legislative changes and communicate relevant updates to the Customs Compiling Team.
2.5 Financial & Disbursement Coordination
· Coordinate customs duty payments, Certificates of Clearance (COC), warehouse charges, wharfage, storage fees, and other statutory disbursements.
· Liaise with clients, Finance, shipping agents, and service providers regarding payment requirements and outstanding charges.
· Monitor outstanding payments to minimize cargo delays, storage charges, demurrage, and detention costs.
· Ensure payment documentation is complete, accurate, and processed within required timeframes.
2.6 Transport & Delivery Coordination
· Coordinate with the Transport Department to schedule cargo deliveries following customs clearance.
· Ensure cargo is released promptly once customs requirements have been satisfied.
· Monitor completed clearances to minimize unnecessary storage, demurrage, and detention costs.
· Maintain effective communication between Customs, Warehouse, and Transport teams to support seamless cargo movement.
2.7 Reporting & Administration
· Prepare and submit Weekly Customs Bonded Warehouse Reports to PNG Customs.
· Prepare and submit Monthly Airfreight Reports to PNG Customs.
· Maintain accurate customs records, shipment files, and operational documentation.
· Generate daily, weekly, and monthly operational reports as required by Management.
· Ensure Master Files are completed, verified, and archived in accordance with company procedures.
· Maintain accurate records within HILCOMS and other company systems.
2.8 Compliance & Continuous Improvement
· Ensure all customs activities comply with company policies, Standard Operating Procedures (SOPs),
· PNG Customs legislation, and regulatory requirements.
· Maintain strict confidentiality of customer information, commercial documentation, and company records.
· Identify opportunities to improve customs compiling processes, workflow efficiency, and customer service standards.
· Support internal audits and regulatory inspections as required.
2.9 Additional Duties
· Support the Logistics Manager with the day-to-day management of Customs operations.
· Act on behalf of the Logistics Manager in supervising Customs compiling activities when delegated.
· Assist other Customs personnel during peak operational periods.
· Carry out any other duties and responsibilities assigned by the Logistics Manager or Senior
· 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 efficient customs compiling operations, regulatory compliance, high-quality customer service, and effective leadership of the Customs Compiling Team.
4.3 The Employee is authorized to make operational customs clearance decisions necessary to avoid shipment delays, storage charges, penalties, and cargo detention within approved company and regulatory guidelines. Matters involving significant financial exposure, compliance risks, or policy exceptions must be referred to the Logistics Manager.
4.4 The Employee must maintain strict confidentiality of customer information, customs documentation, financial records, and company information.
4.5 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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