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Job Description

Job Title: OTML Warehouse Clerk
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 OTML Warehouse Operations Support
· Provide daily operational support for OTML warehouse activities.
· Assist with coordinating receiving, storage, handling, and dispatch of OTML cargo and materials.
· Ensure warehouse activities are carried out safely, efficiently, and in accordance with company procedures.
· Monitor daily warehouse activities and report any operational issues to the Depot Supervisor.
· Assist in maintaining an organized and efficient warehouse environment.
2.2 Receiving & Dispatch Documentation
· Receive and verify incoming OTML cargo against delivery documentation, packing lists, and supporting records.
· Check quantities, descriptions, and condition of received items and report any discrepancies.
· Prepare and process documentation for outgoing deliveries and cargo releases.
· Ensure all warehouse movements are accurately recorded.
· Maintain proper filing of warehouse documentation for future reference and reporting.
2.3 Inventory Control & Stock Management
· Maintain accurate records of OTML warehouse inventory movements.
· Update stock registers for incoming and outgoing cargo.
· Assist with regular stock checks and reconciliation of inventory records.
· Report stock discrepancies, damages, or missing items to the Depot Supervisor.
· Ensure stored items are properly identified, organized, and accessible.
2.4 Cargo Handling & Coordination
· Coordinate with warehouse personnel, forklift operators, and transport teams regarding loading and unloading requirements.
· Ensure cargo is prepared and ready for scheduled collections or deliveries.
· Assist with monitoring loading and unloading activities to ensure accuracy and safety.
· Verify cargo details before dispatch to ensure correct items are released.
· Assist with arranging cargo according to storage requirements and operational priorities.
2.5 OTML Transport Coordination Support
· Coordinate with the OTML Fleet Coordinator and relevant transport personnel regarding warehouse deliveries and collections.
· Provide updates on cargo readiness, delays, and outstanding warehouse requirements.
· Ensure required transport documentation is available for scheduled movements.
· Assist with tracking delivery status and completion of warehouse-related transport activities.
2.6 Safety & Compliance
· Maintain a safe, clean, and organized warehouse environment at all times.
· Ensure warehouse activities comply with Hi-Lift Company Ltd safety procedures and operational requirements.
· Report hazards, incidents, damaged goods, or unsafe practices immediately.
· Ensure proper handling and storage practices are followed at all times.
2.7 Reporting & Record Keeping
· Maintain accurate warehouse reports, registers, and movement records.
· Assist with preparing daily, weekly, or monthly warehouse activity reports as required.
· Ensure OTML-related warehouse records are complete and available for audit or review.
· Maintain confidentiality of OTML cargo information and operational records.
2.8 Additional Duties
· Assist other Transport and Warehouse team members when required.
· Support continuous improvement of warehouse processes and procedures.
· Carry out any other duties and responsibilities assigned by the Depot Supervisor or management, within the reasonable scope of the role.

3. MEETINGS
3.1 Attend Transport Toolbox 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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