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Job Description

Job Title: Pre Alert Data Entry
Department: Customs
Reporting To: Senior Compiler / 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 HILCOMS Job Registration – Main Responsibility
· Register all new customs jobs into HILCOMS accurately and within required timeframes.
· Create job records using information received from shipping documents, pre-alerts, client instructions, and supporting documentation.
· Ensure all relevant job details are correctly entered, including:
· Client details 
· Supplier information 
· Vessel and voyage details 
· Bill of Lading (BOL) details 
· Container details 
· Cargo descriptions 
· Arrival information 
· Required customs processing information 
· Verify entered information against supporting documents to minimize data entry errors.
· Update HILCOMS records when additional information or amendments are received.
· Ensure all registered jobs are allocated the correct status and department workflow.
2.2 Pre Alert Document Management
· Receive and review pre-alert documentation from clients, shipping agents, and relevant stakeholders.
· Check documents for completeness and identify missing information requiring follow-up.
· Upload and maintain supporting documents within HILCOMS and relevant filing systems.
· Ensure all pre-alert records are properly maintained for tracking and audit purposes.
· Notify the Customs team of new jobs and any urgent requirements.
2.3 Customs Department Support
· Provide accurate job information to Customs Compilers, Customs Brokers, and relevant team members.
· Assist the Customs team by ensuring jobs are registered and ready for processing.
· Monitor job status updates and assist with maintaining accurate workflow records.
· Follow up on missing documentation required for customs processing.
· Assist with preparation of daily job status updates when required.
2.4 Data Accuracy & Reporting
· Maintain accurate and up-to-date information within HILCOMS.
· Review registered jobs to ensure data completeness and accuracy.
· Assist with generating job reports from HILCOMS as required.
· Identify and report system issues, data errors, or process gaps to the Customs Broker or IT Department.
· Maintain confidentiality of client, shipment, and commercial information.
2.5 Communication & Coordination
· Liaise with Customs team members regarding job registration requirements.
· Communicate with relevant departments regarding outstanding information or documentation.
· Escalate urgent or incomplete pre-alert information to the Customs Broker or Supervisor.
· Maintain professional communication with clients, agents, and internal stakeholders when required.
2.6 HILCOMS System Support
· Provide feedback to the IT Department regarding HILCOMS improvements and system requirements.
· Assist with testing system updates and enhancements relating to Customs processes.
· Ensure correct use of HILCOMS procedures and workflows.
· Support continuous improvement of Customs data processing processes.
2.7 Additional Duties
· [bookmark: _GoBack]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 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 all customs pre-alert information is accurately captured in HILCOMS to support efficient customs clearance operations.
4.3 The Employee must maintain strict confidentiality of all client information, shipment details, customs documentation, and company records.
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: Pre Alert Data Entry				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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