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Job Description

Job Title: OTML Depot Supervisor
Department: Transport
Reporting To: OTML Depot 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 Depot Operations Management
· Supervise and coordinate daily OTML depot operations, including yard, warehouse, wharf, and transport support activities.
· Ensure depot activities are carried out efficiently, safely, and in accordance with Hi-Lift Company Ltd procedures and OTML operational requirements.
· Monitor daily workloads and allocate tasks to depot personnel to meet operational priorities.
· Ensure all depot activities are completed within required timeframes.
· Provide operational support and direction to OTML Depot staff.
2.2 Team Supervision & Coordination
· Supervise and provide guidance to OTML Depot staff, including Yard Clerk, Wharf Clerk, Warehouse Clerk, and other assigned personnel.
· Monitor staff attendance, punctuality, performance, and compliance with workplace procedures.
· Address minor operational issues and escalate disciplinary or performance concerns to the Transport Manager.
· Ensure staff follow company policies, procedures, and safety requirements.
· Assist with training and development of depot personnel.
2.3 Container Yard & Depot Control
· Monitor container movements within the depot and ensure containers are correctly positioned and recorded.
· Ensure empty containers are identified, organized, and prepared for return according to operational schedules.
· Maintain accurate container location records and ensure regular stock checks are completed.
· Investigate and report discrepancies relating to container movements, documentation, or inventory records.
· Ensure the depot remains organized, clean, and safe for daily operations.
2.4 OTML Transport Coordination Support
· Coordinate with the OTML Fleet Coordinator and Transport Supervisor regarding daily transport requirements.
· Ensure depot activities support scheduled OTML deliveries, collections, and container movements.
· Monitor progress of transport-related activities and address operational delays where possible.
· Ensure relevant information is communicated between depot teams and transport personnel.
· Assist in coordinating loading, unloading, and dispatch activities.
2.5 Warehouse Operations Oversight
· Monitor warehouse receiving, storage, and dispatch activities.
· Ensure warehouse documentation and inventory records are maintained accurately.
· Review stock movement reports and investigate discrepancies.
· Ensure cargo is handled, stored, and dispatched in accordance with operational and safety requirements.
· Coordinate with warehouse personnel to ensure customer requirements are met.
2.6 Wharf Operations Support
· Oversee wharf-related activities and ensure required documentation and movement records are maintained.
· Ensure wharf collections and deliveries are coordinated effectively with transport personnel.
· Monitor outstanding wharf movements and escalate delays or issues.
· Ensure compliance with wharf access, security, and safety requirements.
2.7 Reporting & Documentation
· Review daily operational reports from depot personnel and ensure accuracy of information provided.
· Ensure all OTML-related documentation, registers, and records are completed and maintained.
· Prepare operational updates and reports for the Transport Manager.
· Monitor key operational performance indicators and identify areas for improvement.

2.8 Safety & Compliance
· Promote a strong safety culture within the OTML depot operations.
· Conduct regular checks to ensure safe work practices are followed.
· Ensure staff comply with PPE requirements, traffic management procedures, and workplace safety standards.
· Report incidents, hazards, and unsafe practices immediately to management.
· Ensure depot operations comply with Hi-Lift Company Ltd policies and OTML site requirements.
2.9 Continuous Improvement
· Identify opportunities to improve depot efficiency, productivity, and service delivery.
· Assist in developing and improving operational procedures and processes.
· Work closely with the Transport Manager and OTML support teams to improve operational performance.
2.10 Additional Duties
· Carry out any other duties and responsibilities assigned by the Transport Manager or 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, 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.
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