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Job Description

Job Title: OTML Depot Manager
Department: Transport
Reporting To: Branch Manager


2.1 WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
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.

2.2 KEY RESPONSIBILITIES AND DUTIES
2.1 Overall Depot Management
· Provide overall leadership and management of OTML Depot operations, ensuring efficient, safe, and reliable service delivery.
· Oversee daily depot activities including transport coordination, container movements, yard operations, warehouse activities, and wharf-related support functions.
· Ensure depot operations are aligned with Hi-Lift Company Ltd procedures, client requirements, and operational objectives.
· Develop and maintain effective operational processes to improve productivity, efficiency, and service standards.
· Ensure resources, equipment, and manpower are effectively utilized to meet operational requirements.
2.2 OTML Client & Operational Management
· Maintain a strong working relationship with OTML representatives and ensure service expectations are consistently met.
· Act as a senior point of contact for operational matters relating to OTML transport, container, warehouse, and depot requirements.
· Review client requirements and ensure operational teams are prepared to meet delivery schedules and priorities.
· Address operational concerns, service issues, and escalations in a timely and professional manner.
· Provide regular updates and reports to the Branch Manager regarding OTML operations and performance.
2.3 Leadership & Team Management
· Provide leadership and direction to OTML Depot Supervisors, Coordinators, Clerks, Drivers, and operational personnel.
· Ensure staff understand their roles, responsibilities, and performance expectations.
· Monitor staff attendance, performance, discipline, and compliance with company procedures.
· Conduct regular meetings, toolbox discussions, and operational briefings as required.
· Identify training needs and support staff development initiatives.
2.4 Transport & Fleet Operations Oversight
· Oversee OTML fleet utilization, vehicle availability, and transport scheduling.
· Ensure effective coordination between Fleet Coordinators, Transport Supervisors, Drivers, and Workshop personnel.
· Monitor vehicle performance, delays, breakdowns, and operational challenges.
· Ensure fleet resources are available and allocated effectively to meet OTML requirements.
· Review transport performance and implement improvements where required.
2.5 Container Yard & Depot Operations
· Oversee container yard operations, including container movements, storage, tracking, and return processes.
· Ensure accurate container records are maintained and discrepancies are investigated promptly.
· Monitor empty container movements to ensure timely returns and minimize additional costs.
· Ensure yard operations are conducted safely and efficiently.
· Review yard capacity and operational requirements to support business demands.
2.6 Warehouse & Cargo Operations
· Oversee warehouse receiving, storage, inventory control, and dispatch activities.
· Ensure cargo handling procedures meet safety, quality, and client requirements.
· Monitor inventory accuracy and ensure stock control processes are maintained.
· Ensure warehouse documentation and reporting requirements are completed accurately.
2.7 Wharf Operations Oversight
· Oversee wharf-related activities and ensure effective coordination of container collections and deliveries.
· Ensure wharf operations comply with required procedures, safety standards, and access requirements.
· Monitor wharf performance and address delays or operational issues affecting service delivery.
2.8 Compliance, Safety & Risk Management
· Ensure all OTML Depot operations comply with Hi-Lift Company Ltd policies, procedures, and Workplace Health and Safety requirements.
· Promote a strong safety culture across all depot operations.
· Monitor compliance with PPE requirements, safe work practices, and operational procedures.
· Ensure incidents, hazards, and operational risks are reported, investigated, and addressed appropriately.
· Maintain compliance with relevant industry, customer, and regulatory requirements.
2.9 Reporting & Performance Management
· Review operational reports, KPIs, and performance data to monitor depot effectiveness.
· Prepare regular operational reports for the Branch Manager.
· Monitor service performance, productivity, and cost control measures.
· Identify areas for improvement and implement corrective actions where required.
· Maintain accurate records relating to OTML operations, staffing, fleet, and assets. 
2.10 Financial & Resource Management
· Assist with monitoring operational costs, resource utilization, and productivity.
· Ensure efficient use of company assets, equipment, and manpower.
· Support budget planning and cost-control initiatives as required.
· Review operational requirements and recommend improvements to management.
2.11 Additional Duties
· Carry out any other duties and responsibilities assigned by the Branch Manager or senior management, within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Transport Toolbox Meetings, OTML Operational 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), and Workplace Health and Safety standards.
4.2 The Employee is responsible for ensuring OTML Depot operations are effectively managed, compliant, and delivered to the required operational and customer standards.
4.3 The Employee must maintain confidentiality of all OTML client information, operational data, commercial information, 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
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