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Job Description

Job Title: OTML Data Processor
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 Container Yard Operations
· Monitor and coordinate OTML container movements within the yard to ensure accurate placement and efficient handling.
· Maintain an organized container yard by ensuring containers are positioned in designated areas for delivery, empty return, storage, transit, and backloading.
· Verify incoming and outgoing container numbers, seal numbers, and related details against supporting documentation.
· Monitor empty containers allocated for OTML return and ensure they are identified, prepared, and available for scheduled collection.
· Report any discrepancies relating to container movements, locations, or documentation to the Transport Supervisor.
2.2 Fleet & Loading Coordination Support
· Assist the OTML Fleet Coordinator and OTML Supervisor with daily fleet movement requirements.
· Communicate loading and unloading activities to the Fleet Coordinator via radio for recording and tracking purposes.
· Ensure drivers receive accurate instructions regarding container movements and yard activities.
· Monitor vehicle movements within the yard and report delays or issues affecting OTML operations.
· Assist with coordinating container loading and unloading activities to ensure safe and efficient operations.
2.3 Documentation & Records Management
· Maintain accurate records of OTML container movements, deliveries, collections, and yard activities.
· Update vehicle movement boards, container tracking records, and operational registers as required.
· Transfer daily movement information into relevant records and ensure documentation is properly filed.
· Check completed transport documentation and forward records to the relevant department for processing.
· Assist the OTML Data Processor with obtaining required operational information and documentation.
2.4 OTML Operational Support
· Receive container movement instructions from the OTML Fleet Coordinator and Transport Supervisor.
· Update operational boards with incoming container schedules, delivery priorities, and movement requirements.
· Monitor container availability and advise the Transport Supervisor of operational requirements.
· Assist in tracking outstanding container movements and follow up internally where required.
· Support the OTML team by ensuring accurate and timely yard information is available.
2.5 Container Stock Control
· Conduct regular physical checks of OTML containers within the yard.
· Assist with scheduled container yard stocktakes and reconciliation of records.
· Report missing containers, incorrect locations, or discrepancies immediately to the Transport Supervisor.
· Maintain accurate container location records to support efficient operations.
2.6 Safety & Compliance
· Maintain a safe, clean, and organized yard environment at all times.
· Ensure container handling activities are carried out in accordance with company safety procedures.
· Report hazards, unsafe practices, or incidents to the Transport Supervisor immediately.
· Ensure all yard activities comply with workplace health and safety requirements.
2.7 Communication & Team Support
· [bookmark: _GoBack]Maintain effective communication with the OTML Fleet Coordinator, OTML Supervisor, drivers, and internal departments.
· Provide timely updates regarding container status, yard movements, and operational issues.
· Assist with cross-training and provide operational support to other Transport team members when required.
2.8 Additional Duties
· Carry out any other duties and responsibilities assigned by the OTML 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.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: OTML Data Processor				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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