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Job Description

Job Title: Domestic Operations Officer
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 Domestic Freight Coordination
· Arrange and coordinate domestic airfreight and sea freight bookings as required.
· Liaise with airlines, shipping companies, freight agents, and transport providers to secure cargo movements.
· Monitor shipment schedules and ensure cargo movements are completed within required timeframes.
· Coordinate cargo collection and delivery requirements with customers and service providers.
· Follow up shipment progress and provide updates on any delays or operational issues.
2.2 Bookings & Documentation
· Process domestic shipment bookings accurately and efficiently.
· Prepare, verify, and maintain freight documentation and operational records.
· Ensure shipment details and supporting documents are complete prior to processing.
· Maintain accurate booking records and filing systems for operational reference and audit purposes.
· Ensure all documentation complies with company procedures and customer requirements.
2.3 Transport & Cartage Coordination
· Coordinate domestic transport and cartage requirements.
· Liaise with transport providers regarding vehicle availability, collection, and delivery schedules.
· Ensure cargo is dispatched to the correct destination within agreed timelines.
· Monitor transport service performance and report any issues affecting service delivery.
· Coordinate with Warehouse and Transport Departments to ensure smooth cargo movements.
2.4 Cargo Dispatch Operations
· Coordinate cargo dispatch activities within the warehouse.
· Verify cargo readiness prior to dispatch.
· Ensure shipment details, documentation, and delivery requirements are confirmed before release.
· Maintain accurate dispatch records and shipment tracking information.
· Ensure cargo handling and dispatch procedures comply with company requirements.
2.5 Customer & Stakeholder Communication
· Provide customers with regular updates regarding shipment status and delivery schedules.
· Respond to customer enquiries regarding freight bookings, shipment progress, and delivery arrangements.
· Maintain professional working relationships with customers, freight agents, airlines, shipping lines, and service providers.
· Escalate operational issues or customer concerns to the Customs Supervisor or Customs & Logistics Manager where required.
2.6 Payment Processing & Administration
· Prepare payment requests relating to freight quotations, transport charges, and supplier invoices.
· Verify charges received from service providers prior to processing.
· Coordinate with Finance Department to ensure timely payment processing.
· Monitor outstanding invoices and follow up where required.
· Maintain accurate records of freight-related payments and supporting documentation.
2.7 Reporting & Record Management
· Prepare and submit weekly domestic operations reports.
· Compile shipment statistics and operational performance information.
· Maintain accurate operational records, shipment files, and documentation.
· Ensure all shipment information is updated in relevant company systems.
· Support continuous improvement of domestic logistics processes.
2.8 Additional Duties
· Assist with general Customs Department administration when required.
· Support other Customs team members during peak operational periods.
· 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 Perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), and Workplace Health and Safety requirements.
4.2 Maintain confidentiality of customer information, shipment details, financial information, and company records.

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.
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