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Job Description

[bookmark: _GoBack]Job Title: Logistics Coordinator
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 Clearance Coordination
· Coordinate customs clearance activities for import and export shipments from registration through to completion.
· Monitor shipment progress and ensure cargo moves efficiently through each clearance stage.
· Coordinate with Customs Officers, Customs Compilers, and relevant stakeholders to ensure timely processing of entries.
· Arrange customs inspections, quarantine inspections, fumigation requirements, and other regulatory processes as required.
· Assist with obtaining Delivery Orders (D/O), Gate Passes, and other documentation required for cargo release.
· Follow up outstanding customs requirements to minimize delays in cargo clearance.
· Ensure all customs processes are completed in accordance with PNG Customs requirements and company procedures.
2.2 Customs Payments & Statutory Charges
· Coordinate and process payments relating to customs duties, wharfage, storage, handling charges, and other statutory fees.
· Prepare payment requests and supporting documentation for approval and processing.
· Monitor outstanding payments and follow up with relevant parties to ensure timely settlement.
· Ensure proof of payments and receipts are obtained, recorded, and properly filed.
· Liaise with Finance, Customs, shipping lines, and service providers regarding payment requirements.
2.3 Documentation & Master File Management
· Review shipment documentation to ensure required information and supporting documents are available.
· Compile, verify, and close Master Files upon completion of each shipment.
· Ensure all customs-related documents, invoices, payment records, inspection reports, and correspondence are properly filed.
· Maintain organized records to support internal reviews, client requirements, and audits.
2.4 Reporting & Data Management
· Prepare and submit daily, weekly, and monthly customs and logistics reports.
· Compile CPL weekly and monthly KPI reports.
· Update operational systems, databases, and tracking platforms, including HILCOMS and other company systems.
· Ensure shipment status information is accurate and updated regularly.
· Monitor shipment performance indicators and provide updates to the Customs Manager and Management.
· Maintain accurate records to support operational reporting and decision-making.
2.5 Client & Stakeholder Communication
· Provide regular updates to clients regarding shipment progress, clearance status, and outstanding requirements.
· Liaise with shipping lines, freight forwarders, transport providers, PNG Customs, regulatory authorities, and service providers.
· Respond promptly to client enquiries relating to shipment status, documentation, and clearance requirements.
· Maintain professional communication through email, telephone, and other communication platforms.
· Escalate operational issues or delays to the Customs Manager for action.
2.6 Operational Support
· Provide support to Customs Officers and Compilers to achieve department targets and service delivery requirements.
· Assist with customs administration, documentation preparation, and follow-up activities.
· Support continuous improvement of customs and logistics processes.
· Participate in departmental meetings and operational discussions.
· Assist other departments, including Transport and Finance, where coordination is required.
· Perform any other customs and logistics-related duties assigned by the Customs Manager.
2.7 Compliance & Quality Assurance
· Ensure all customs and logistics activities comply with company policies, procedures, and regulatory requirements.
· Maintain confidentiality of customer information, shipment details, commercial documents, and company records.
· Identify and report discrepancies, risks, or compliance concerns to the Customs Manager.
· Maintain accurate and timely records to support operational transparency and accountability.
2.8 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), customs requirements, and Workplace Health and Safety standards.
4.2 The Employee is responsible for ensuring effective coordination of customs and logistics activities to support timely cargo clearance and customer service delivery.
4.3 The Employee must maintain strict confidentiality of all client information, customs documentation, financial records, and company information.
4.4 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.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Logistics Coordinator				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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