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Job Description

Job Title: Customs Runner
Department: Customs
[bookmark: _GoBack]Reporting To: Compiling Supervisor / 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 Documentation & Lodgment Support
· Lodge customs entries, exemptions, applications, and supporting documents with PNG Customs and relevant authorities.
· Assist with the preparation and submission of customs documentation as directed by the Customs Broker or Customs Compiler.
· Follow up on lodged entries, assessments, approvals, and outstanding documentation.
· Attend to Yellow Lane and Red Lane entry requirements, including customs queries and inspection arrangements.
· Submit proof of duty payments to PNG Customs and follow up on payment confirmation and receipting.
· Follow up duty receipts with Customs Accounts and ensure records are updated.
2.2 Customs & Quarantine Coordination
· Arrange and coordinate customs and quarantine inspections as required.
· Attend customs inspections at Hi-Lift Bonded Depot, Motukea Wharf, and other designated locations.
· Coordinate pick-up and drop-off of Customs and Quarantine Officers where required.
· Lodge applications for Health Permits and Import Permits and follow up on approvals.
· Follow up on NAQIA invoices and related documentation.
· Assist with quarantine clearance processes including PTL requirements.
2.3 Wharf & Delivery Order Support
· Collect and process Wharfage and Handling payments as required.
· Collect Delivery Orders (D/O) from shipping agents and relevant parties.
· Sort and organize customs documents and entries required for Delivery Order collection.
· Ensure collected documents are delivered to the appropriate Customs personnel for further processing.
2.4 Transport & Courier Duties
· Provide daily transport support for Customs operations, including pick-up and drop-off of Wharf Clerks, Customs personnel, and documents.
· Safely operate assigned company vehicles in accordance with company vehicle policies and road safety requirements.
· Ensure company vehicles are kept clean, maintained, and reported for any faults or issues.
· Conduct basic vehicle checks and report any defects to management.
2.5 Customs Inspection Support
· Attend and assist with customs inspections as required.
· Ensure required documentation is available for inspections.
· Coordinate with Customs Compilers, Customs Brokers, and relevant operational teams to ensure inspections are completed efficiently.
· Provide updates on inspection progress and outstanding requirements.
2.6 Document Control & Administration
· Maintain accurate records of documents collected, submitted, and delivered.
· Ensure customs documents are handled securely and confidentially.
· Assist Customs team members with document preparation, sorting, and filing.
· Maintain proper communication regarding outstanding documents, approvals, and follow-ups.
2.7 Compliance & Safety
· Perform all duties in accordance with Hi-Lift Company Ltd policies, customs procedures, and Workplace Health and Safety requirements.
· Maintain confidentiality of client information, customs documents, and commercial records.
· Report any delays, issues, or compliance concerns to the Customs Broker or relevant supervisor.
· Ensure safe driving practices and proper handling of official documents at all times.
2.8 Additional Duties
· Assist Customs Compilers and Customs Brokers during peak operational periods.
· Provide general administrative and operational support to the Customs Department.
· 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), PNG Customs legislation, and Workplace Health and Safety standards.
4.2 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: Customs Runner					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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* P.O. Box 830, Port Moresby, National Capital District, Papua New Guinea Business Registration number:1-100170  Tax Identification Number: 500050104
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