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Job Description

Job Title: Driver & Procurement Officer
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 – 10:00pm
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 Staff Transportation & Driving Duties
· Safely operate company vehicles to transport employees, contractors, and maintenance personnel to and from assigned work locations within Port Moresby. 
· Provide daily transport support for Property & Maintenance staff attending work sites, inspections, repairs, and maintenance activities. 
· Transport staff between company premises, client sites, suppliers, workshops, warehouses, and other operational locations as required. 
· Ensure staff are transported safely, professionally, and within required timeframes. 
· Assist with urgent transportation requirements for maintenance activities and emergency repairs. 
· Maintain confidentiality and professionalism when transporting company personnel. 
· Ensure all passengers comply with company vehicle safety requirements, including wearing seat belts at all times. 
2.2 Procurement & Purchasing Support
· Assist the Property & Maintenance Manager with procurement activities for maintenance requirements. 
· Source quotations from approved suppliers for maintenance materials, spare parts, tools, equipment, and services. 
· Compare supplier pricing, availability, and delivery timelines to support purchasing decisions. 
· Prepare purchase requisitions and procurement documentation for approval. 
· Follow up outstanding purchase orders and supplier deliveries. 
· Coordinate with suppliers regarding availability, collection, and delivery of required items. 
· Maintain accurate procurement records, supplier information, and purchase documentation. 
· Ensure all purchases comply with company procurement procedures. 
2.3 Maintenance Materials & Inventory Support
· Assist with monitoring stock levels of maintenance materials, spare parts, tools, and consumables. 
· Coordinate collection and delivery of maintenance supplies to support daily maintenance activities. 
· Receive and verify delivered items against purchase orders, invoices, and delivery dockets. 
· Ensure materials and equipment are safely transported and stored. 
· Assist with maintaining an organized maintenance store area. 
· Report damaged, incorrect, or missing items to the Property & Maintenance Manager. 
2.4 Supplier Collections & Deliveries
· Collect materials, spare parts, tools, and equipment from suppliers and service providers. 
· Deliver maintenance items to required work locations. 
· Obtain delivery dockets, receipts, and supporting documents for all collections and deliveries. 
· Ensure all supplier collections and deliveries are completed accurately and within required timelines. 
· Assist with transporting contractors, equipment, and materials when required. 
2.5 Vehicle Care & Maintenance
· Conduct daily pre-start inspections of assigned company vehicles. 
· Ensure vehicles are clean, safe, and maintained in good operating condition. 
· Check fuel levels, tyres, lights, oil, coolant, and other basic vehicle requirements. 
· Report vehicle faults, damage, or servicing requirements immediately. 
· Maintain vehicle logbooks, fuel records, and movement records accurately. 
· Ensure company vehicles are operated in accordance with company policies and road safety requirements. 
2.6 Documentation & Administration
· Maintain procurement files including quotations, purchase orders, invoices, and delivery records. 
· Maintain accurate vehicle movement records and staff transport schedules. 
· Assist with tracking procurement status and outstanding orders. 
· Ensure all documentation is properly completed and submitted for processing. 
· Provide regular updates to the Property & Maintenance Manager regarding procurement and transport activities. 
2.7 Workplace Health & Safety
· Comply with all company Workplace Health & Safety policies and procedures. 
· Ensure safe transportation of staff, materials, tools, and equipment. 
· Wear required PPE when entering operational areas including workshops, warehouses, yards, and work sites. 
· Ensure passengers comply with company vehicle safety requirements. 
· Report hazards, unsafe practices, vehicle incidents, or damage immediately. 
· Follow safe driving practices at all times.

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

4. GENERAL
6.1 Perform duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), Workplace Health & Safety requirements, and applicable legislation. 
6.2 Carry out any other reasonable duties assigned by the Property & Maintenance Manager consistent with the responsibilities of the role.

5. ACKNOWLEDGEMENT
[bookmark: _GoBack]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: Driver & Procurement Officer			Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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