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Job Description

Job Title: Freight Coordinator
Department: Customs
Reporting To: Freight 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 Freight Coordination
· Monitor incoming and outgoing shipment schedules, including shipping line and airline arrival notices and Estimated Time of Arrival (ETA).
· Coordinate inbound and outbound freight movements to ensure efficient cargo processing and delivery.
· Liaise with shipping agents, airlines, freight service providers, and relevant stakeholders regarding shipment status and documentation requirements.
· Follow up on cargo arrivals, delays, and delivery schedules to minimize operational disruptions.
· Monitor shipment progress and provide updates to relevant departments and management.
2.2 Documentation & Customs Processing
· Prepare and process Shipping Manifest Processing (SMP) documentation.
· Prepare and submit Break-Up Manifests and other required customs documentation.
· Assist with cargo de-grouping activities and cargo reconciliation.
· Ensure all freight and customs documentation is complete, accurate, and compliant with regulatory requirements.
· Maintain organized records of shipment documentation, customs clearance files, and supporting paperwork.
· Coordinate with Customs Compilers and Clearance Officers to ensure documentation requirements are completed.
2.3 Delivery Order & Cargo Release
· Prepare and process Delivery Orders (DO) for cargo release.
· Coordinate collection, verification, and submission of supporting documents required for cargo clearance and delivery.
· Monitor cargo release timelines to minimize storage charges, delays, and additional costs.
· Liaise with relevant stakeholders to ensure smooth cargo handover and delivery arrangements.
2.4 Financial Administration
· Prepare cheque requisitions and payment requests for freight-related charges, including:
· Import Transaction Fees (ITF) 
· Warehouse Charges 
· Freight Charges 
· Ex-Works Charges 
· Other applicable logistics costs 
· Verify freight-related charges and supporting documentation prior to processing.
· Liaise with the Accounts Department to facilitate timely payment processing.
· Maintain accurate records of freight and customs-related expenses.
2.5 Stakeholder Communication
· Maintain effective communication with internal departments including Customs, Transport, Warehouse, and Accounts teams.
· Liaise with external stakeholders including:
· Shipping Agents 
· Airlines 
· PNG Customs Authorities 
· NAQIA 
· Clients 
· Freight Service Providers 
· Provide regular updates regarding shipment status, customs clearance progress, and delivery schedules.
· Respond to freight-related enquiries and follow up outstanding requirements.
2.6 Compliance & Quality Assurance
· Ensure all freight forwarding and customs activities comply with company policies, procedures, and regulatory requirements.
· Maintain accuracy and confidentiality of shipment information and documentation.
· Identify and report discrepancies, delays, or compliance issues to the Freight Manager or Customs Supervisor.
· Support continuous improvement initiatives within freight forwarding and customs processes.
2.7 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 [bookmark: _GoBack]Maintain confidentiality of customer information, shipment details, financial records, and company information.

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: Freight Coordinator				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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