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Job Description

Job Title: Freight Manager
Department: Customs
Reporting To: Freight Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 12:00pm
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 Operations Management
· Plan, organize, and supervise the day-to-day operations of the Freight Department. 
· Ensure all import, export, domestic, sea freight, and airfreight shipments are processed efficiently and within agreed service standards. 
· Monitor shipment schedules, vessel arrivals, airline schedules, cargo availability, and Estimated Time of Arrival (ETA). 
· Ensure freight bookings, cargo collections, deliveries, and transport arrangements are coordinated effectively. 
· Oversee cargo movements from booking through customs clearance and final delivery. 
· Monitor operational performance and resolve issues affecting shipment timelines. 
· Ensure freight activities are completed in accordance with company procedures and customer requirements. 
2.2 Team Leadership & Supervision
· Lead, supervise, mentor, and develop Freight Coordinators, Logistics Coordinators, Domestic Operations Officers, Logistics Assistants, and other Freight Department personnel. 
· Allocate workloads and establish daily operational priorities. 
· Monitor staff attendance, productivity, and performance. 
· Conduct performance reviews and identify training and development requirements. 
· Ensure compliance with company policies, Standard Operating Procedures (SOPs), and workplace standards. 
· Promote teamwork, accountability, and continuous improvement. 
2.3 Freight Planning & Coordination
· Coordinate freight bookings with shipping lines, airlines, freight forwarders, transport providers, and warehouse personnel. 
· Ensure cargo is booked, received, processed, and delivered within agreed timelines. 
· Coordinate urgent and priority shipments. 
· Liaise with the Customs Department regarding shipment clearance requirements. 
· Coordinate with the Transport Department to arrange timely cargo deliveries. 
· Monitor cargo availability and proactively manage shipment delays. 
· Ensure accurate tracking of freight movements through HILCOMS and operational systems. 
2.4 Customer & Stakeholder Management
· Build and maintain strong working relationships with customers and freight service providers. 
· Act as the escalation point for freight-related customer enquiries and operational issues. 
· Ensure customers receive accurate and timely updates regarding shipment status. 
· Liaise with shipping agents, airlines, freight forwarders, transport providers, warehouse operators, and regulatory authorities. 
· Maintain a high level of customer satisfaction through professional communication and proactive service delivery. 
2.5 Documentation & Compliance
· Oversee the preparation, verification, and processing of freight documentation including: 
· Bills of Lading 
· Air Waybills 
· Delivery Orders 
· Shipping Manifests 
· Break-Up Manifests 
· Shipping Manifest Processing (SMP) 
· Cargo Release Documentation 
· Freight Invoices 
· Ensure freight documentation complies with PNG Customs requirements and company procedures.
· Ensure freight files are maintained accurately for operational, audit, and compliance purposes. 
· Monitor compliance with customs regulations, shipping requirements, airline procedures, and company policies. 
2.6 Financial & Cost Management
· Review freight quotations and monitor operational costs. 
· Authorize routine freight payment requests within delegated authority. 
· Monitor freight-related expenses including: 
· Freight Charges 
· Warehouse Charges 
· Import Transaction Fees (ITF) 
· Shipping Charges 
· Airline Charges 
· Port Charges 
· Liaise with the Finance Department to ensure timely payment of freight-related invoices. 
· Monitor outstanding customer charges and assist with debt recovery where required. 
· Identify opportunities to improve operational efficiency and reduce freight costs. 
2.7 Reporting & Performance Monitoring
· Prepare and review departmental operational reports. 
· Monitor freight performance against service standards and Key Performance Indicators. 
· Ensure timely preparation of: 
· Daily Freight Status Reports 
· Weekly Operational Reports 
· Monthly Freight Performance Reports 
· Outstanding Shipment Reports 
· Management Reports 
· Analyze freight performance data and recommend operational improvements. 
· Maintain accurate freight statistics and operational records. 
2.8 Systems & Process Improvement
· Ensure effective utilization of HILCOMS and other freight management systems. 
· Monitor data accuracy and shipment tracking. 
· Review and improve freight processes and Standard Operating Procedures. 
· Implement operational improvements to enhance efficiency and customer service. 
· Support digitalization and automation initiatives within the Freight Department. 
2.9 Health, Safety & Compliance
· Ensure all freight activities are conducted in accordance with Workplace Health and Safety requirements. 
· Promote safe cargo handling and operational practices. 
· Ensure freight personnel comply with company safety procedures and regulatory requirements. 
· Identify and report operational risks and compliance issues. 

3. KEY PERFORMANCE INDICATORS
3.1 Shipments coordinated and delivered within agreed service levels
3.2 Customer enquiries responded to promptly and professionally
3.3 Freight documentation completed accurately with minimal errors
3.4 Reduced shipment delays and improved cargo movement
3.5 Effective control of freight operational costs
3.6 Compliance with customs, regulatory, and company requirements
3.7 Operational reports submitted accurately and on time
3.8 Staff productivity, development, and performance objectives achieved
3.9 Implementation of process improvements and operational efficiencies

4. MEETINGS
4.1 Attend Customs Department Meetings and any other meetings as reasonably required by the Company.

5. GENERAL
5.1 Perform duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), Workplace Health and Safety requirements, and applicable regulatory legislation. 
5.2 Maintain confidentiality of customer, commercial, operational, and financial information. 
5.3 Demonstrate professional leadership and promote a culture of teamwork, accountability, customer service, and continuous improvement. 
5.4 Undertake any other reasonable duties assigned by the Logistics Manager consistent with the responsibilities of the position. 

6. 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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