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Job Description

Job Title: Logistics Manager
Department: Customs
Reporting To: Branch 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 [bookmark: _GoBack]Customs Operations Management
· Provide overall leadership and direction to the Customs Department.
· Manage daily customs clearance, freight forwarding, domestic operations, warehouse coordination, and logistics activities.
· Ensure departmental activities are planned, prioritized, and completed within required operational timelines.
· Monitor shipment clearance progress and ensure issues affecting cargo movement are addressed promptly.
· Ensure effective coordination between Customs, Transport, Warehouse, Finance, and Administration Departments.
· Develop and implement operational improvements to enhance efficiency and service delivery.
2.2 Team Leadership & Management
· Supervise and provide direction to Customs Supervisors, Customs Compilers, Logistics Coordinators, Freight Coordinators, Domestic Operations Officers, and support staff.
· Establish clear work priorities and ensure workloads are effectively distributed across the department.
· Monitor staff attendance, performance, productivity, and compliance with company procedures.
· Conduct regular performance discussions and provide coaching, mentoring, and development opportunities.
· Identify training requirements and support employee development initiatives.
· Ensure all departmental staff understand and comply with their roles, responsibilities, and operational requirements.
2.3 Customs Clearance & Compliance Management
· Ensure all customs clearance activities comply with PNG Customs legislation, regulatory requirements, and company procedures.
· Oversee customs entry preparation, compilation, lodgement, and clearance processes.
· Monitor customs queries, inspections, assessments, and regulatory requirements.
· Ensure accurate preparation and maintenance of customs documentation and shipment records.
· Maintain effective relationships with PNG Customs, NAQIA, and other regulatory authorities.
· Monitor legislative changes and ensure departmental procedures remain compliant.
2.4 Freight Forwarding & Cargo Management
· Oversee freight forwarding activities including import, export, airfreight, sea freight, and domestic cargo movements.
· Ensure effective coordination with shipping lines, airlines, freight agents, and transport providers.
· Monitor shipment schedules, cargo arrivals, clearance progress, and delivery timelines.
· Ensure cargo release and delivery processes are completed efficiently.
· Implement strategies to minimize storage charges, demurrage, detention, and operational delays.
· Ensure accurate tracking of shipments through company systems, including HILCOMS.
2.5 Client & Stakeholder Management
· Maintain strong professional relationships with key clients and business partners.
· Act as the escalation point for major customer enquiries, operational issues, and service concerns.
· Ensure customers receive timely updates regarding shipment progress and clearance status.
· Liaise with shipping agents, airlines, freight providers, government authorities, and regulatory bodies.
· Identify opportunities to improve customer satisfaction and service delivery.
2.6 Financial & Cost Management
· Monitor departmental operational costs and ensure effective cost control measures are implemented.
· Review and approve freight-related payment requests, disbursements, and operational expenses within delegated authority.
· Ensure accurate processing and tracking of customs duties, freight charges, warehouse charges, and other logistics-related costs.
· Work closely with Finance Department to monitor outstanding payments and recoveries.
· Identify opportunities to reduce unnecessary operational costs including storage, detention, and demurrage charges.
2.7 Reporting & Performance Monitoring
· Prepare and submit operational reports to the Branch Manager as required.
· Review departmental KPIs and monitor performance against operational targets.
· Ensure timely submission of:
· Customs reports
· Bonded Warehouse reports
· Airfreight reports
· Freight movement reports
· Shipment status reports
· Operational performance reports
· Analyze operational data and recommend improvements to Management.
· Ensure accurate maintenance of departmental records and reporting systems.
2.8 Systems & Process Improvement
· Oversee the effective use of HILCOMS and other company systems for shipment tracking, customs processing, and reporting.
· Identify opportunities to improve data accuracy, workflow efficiency, and operational controls.
· Develop and maintain Standard Operating Procedures (SOPs) for Customs & Logistics operations.
· Ensure processes support compliance, efficiency, and customer service objectives.
· Lead continuous improvement initiatives within the department.
2.9 Health, Safety & Compliance
· Ensure all Customs & Logistics activities are conducted in accordance with workplace health and safety requirements.
· Promote safe work practices across warehouse, customs, and logistics operations.
· Ensure staff comply with company policies, procedures, and operational standards.
· Report and address any safety, compliance, or operational risks.

3. SECONDARY ACCOUNTABILITIES
3.1 Support the Branch Manager with strategic planning and operational decision-making.
3.2 Participate in management meetings and provide updates on departmental performance.
3.3 Assist with recruitment, onboarding, and training of Customs & Logistics personnel.
3.4 Support audits, compliance reviews, and regulatory inspections.
3.5 Represent Hi-Lift Company Ltd professionally when dealing with clients, authorities, and external stakeholders.
3.6 Perform any other duties assigned by the Branch Manager or Senior Management.

4. KEY PERFORMANCE INDICATORS
4.1 Shipments cleared within required timelines with minimal delays
4.2 Customs documentation and processes maintained in accordance with regulations
4.3 Positive client relationships and timely resolution of issues
4.4 Department targets achieved and processes continuously improved
4.5 Minimize avoidable storage, demurrage, detention, and operational costs
4.6 Reports submitted accurately and within required deadlines
4.7 Staff productivity, training, and compliance standards maintained
4.8 HILCOMS records and operational data maintained accurately

5. MEETINGS
5.1 Attend Management Meetings, Customs Department Meetings and any other meetings as reasonably required by the Company.

6. GENERAL
6.1 Perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), and Workplace Health and Safety requirements.
6.2 Maintain confidentiality of customer information, commercial documentation, financial information, and company records.
6.3 Demonstrate professional leadership and promote a culture of accountability, teamwork, and continuous improvement.
6.4 Carry out any other reasonable duties assigned by the Branch Manager or Senior Management consistent with the role.

7. 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 Manager				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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