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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 Property & Facility Management
· Manage the day-to-day maintenance and operation of all company-owned and leased properties. 
· Ensure company buildings, offices, warehouses, workshops, yards, staff accommodation, and surrounding facilities are maintained in a safe, clean, and professional condition. 
· Conduct routine inspections of all company facilities to identify maintenance requirements and safety hazards. 
· Coordinate repairs, renovations, refurbishments, and improvement projects. 
· Ensure all maintenance works are completed to an acceptable standard and within agreed timeframes.
· Monitor the condition of company infrastructure and recommend capital improvements where required. 
2.2 Preventative Maintenance
· Develop, implement, and maintain a comprehensive Planned Preventative Maintenance (PPM) program for all company facilities, buildings, equipment, and infrastructure. 
· Schedule preventative maintenance activities to minimize operational disruptions. 
· Ensure all preventative maintenance schedules are completed and documented. 
· Monitor overdue maintenance activities and implement corrective action plans. 
· Maintain maintenance records, service histories, and asset maintenance schedules. 
2.3 Maintenance Operations
· Plan, organize, allocate, and supervise daily maintenance activities. 
· Prioritize maintenance requests based on operational urgency and business needs. 
· Coordinate emergency repairs and breakdown maintenance. 
· Monitor work quality and ensure maintenance tasks are completed efficiently and safely. 
· Ensure tools, equipment, and maintenance resources are properly maintained and available. 
· Provide technical guidance and support to maintenance personnel. 
2.4 Team Leadership & Supervision
· Lead, supervise, coach, and develop the Maintenance Team. 
· Allocate daily work assignments and monitor progress. 
· Ensure adequate staffing levels are maintained. 
· Conduct performance reviews and identify training and development opportunities. 
· Promote teamwork, accountability, and continuous improvement. 
· Ensure all maintenance staff comply with company policies, procedures, and safety requirements. 
2.5 Contractor & Supplier Management
· Manage relationships with contractors, suppliers, and external service providers. 
· Coordinate contractor access and supervise contractor works on company premises. 
· Ensure contractors comply with company safety requirements and contractual obligations. 
· Obtain quotations and recommend contractors for maintenance projects. 
· Monitor contractor performance and quality of work. 
2.6 Budget & Asset Management
· Develop and manage the departmental maintenance budget. 
· Monitor maintenance expenditure and control costs. 
· Manage maintenance inventory, consumables, spare parts, tools, and equipment. 
· Raise purchase requisitions and monitor procurement of maintenance materials. 
· Ensure cost-effective purchasing while maintaining operational requirements. 
· Maintain accurate asset registers and maintenance records. 
2.7 Workplace Health, Safety & Environmental Compliance
· Ensure maintenance activities comply with Workplace Health & Safety (WHS), environmental legislation, and company policies. 
· Promote safe work practices and the correct use of Personal Protective Equipment (PPE). 
· Conduct routine safety inspections of company properties. 
· Identify workplace hazards and coordinate corrective actions. 
· Ensure emergency equipment and fire protection systems are regularly inspected and maintained. Participate in workplace safety audits and compliance inspections. 

2.8 Property Improvement Projects
· Coordinate building upgrades, renovations, refurbishment projects, and infrastructure improvements. 
· Prepare maintenance plans and project schedules. 
· Monitor project progress, budgets, and contractor performance. 
· Recommend improvements that enhance operational efficiency, safety, and property value. 
2.9 Administration & Reporting
· Maintain accurate maintenance records, service schedules, inspection reports, and contractor documentation. 
· Prepare daily, weekly, and monthly maintenance reports for Management. 
· Monitor maintenance KPIs and report on departmental performance. 
· Ensure maintenance documentation is properly filed and available for audit purposes. 
· Respond to emergency maintenance requests outside normal working hours where required. 
2.10 Cross-Department Coordination
· Liaise with all departments regarding maintenance requirements and scheduling. 
· Coordinate maintenance works to minimize disruption to business operations. 
· Work closely with Administration, Transport, Workshop, Warehouse, Customs, IT, and Security Departments. 
· Provide maintenance advice and support to Management. 

3. SECONDARY ACCOUNTABILITIES
3.1 Assist with company expansion, relocation, and construction projects. 
3.2 Support emergency response and disaster recovery activities. 
3.3 Participate in management planning and operational improvement initiatives. 
3.4 Assist with property inspections for insurance, compliance, and regulatory purposes. 
3.5 Perform any other reasonable duties assigned by the Branch Manager or Managing Director

4. KEY PERFORMANCE INDICATORS
4.1 Preventative Maintenance - PPM schedule completed on time
4.2 Facility Condition - Company facilities maintained in safe and operational condition
4.3 Maintenance requests attended within agreed timeframes
4.4 Maintenance expenditure managed within approved budget
4.5 Compliance with WHS and environmental requirements
4.6 Accurate maintenance records and asset registers maintained
4.7 Contractor work completed to required quality and schedule
4.8 Staff productivity, attendance, and development objectives achieved

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 duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), Workplace Health & Safety requirements, and applicable legislation. 
6.2 Maintain confidentiality of company information. 
6.3 Promote continuous improvement, operational excellence, and a proactive maintenance culture. 
6.4 Demonstrate leadership, professionalism, and commitment to quality service delivery. 
6.5 Carry out any other reasonable duties assigned by the Branch Manager consistent with the responsibilities of 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.
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Position: Property & Maintenance Manager			Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
[image: ]
image1.png




image2.png
ANOTHER GOOD MOVE




image3.png
at

* P.O. Box 830, Port Moresby, National Capital District, Papua New Guinea Business Registration number:1-100170  Tax Identification Number: 500050104

9 Porebada Road, Napa Napa Port Moresby Papua New Guinea ‘. +675 3251355 @ www.hiliftcompany.com X info@hiliftcompany.com




