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Job Description

Job Title: Customs Driver
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 Transportation Support
· Provide daily transportation support for the Customs Department as required.
Safely transport Customs staff, Wharf Clerks, Customs Runners, documents, and company items to required locations.
· Perform daily pick-up and drop-off duties for Customs personnel attending wharf, customs offices, quarantine inspections, and other operational locations.
· Ensure timely transportation support to assist with customs clearance activities and operational requirements.
2.2 Customs & Government Office Support
· Deliver and collect customs-related documents from PNG Customs, shipping agents, quarantine authorities, and other relevant offices.
· Assist with lodgment and collection of customs documentation as directed by the Customs Broker or Customs team.
· Collect Delivery Orders (D/O), Wharfage and Handling documentation, invoices, receipts, and other required documents.
· Assist with document movements between Hi-Lift offices, clients, authorities, and service providers.
2.3 Customs Inspection Support
· Transport Customs staff and relevant personnel to scheduled customs and quarantine inspections.
· Assist with attending inspections at Hi-Lift Bonded Depot, Motukea Wharf, and other designated locations.
· Ensure required personnel arrive at inspection locations safely and on time.
· Provide transport support for customs clearance activities as required.
2.4 Vehicle Care & Compliance
· Ensure assigned company vehicle is kept clean, safe, and roadworthy at all times.
· Conduct daily vehicle checks including fuel, oil, water, tyres, lights, and general condition.
· Report vehicle faults, damages, accidents, or maintenance requirements immediately to the appropriate supervisor.
· Ensure compliance with PNG traffic laws, company vehicle policies, and safety procedures.
· Maintain accurate vehicle usage records, including fuel usage and trip details.
2.5 Document Handling & Confidentiality
· Handle customs documents, client information, and company records with confidentiality and care.
· Ensure documents collected or delivered are handed over to the correct personnel promptly.
· Maintain proper accountability for documents while in transit.
2.6 Department Support
· Assist the Customs team with general operational support when required.
· Support urgent document movements and operational requirements during busy periods.
· Maintain effective communication with the Customs Broker and Customs team regarding task progress and completion.
2.7 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 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.
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