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Job Description

Job Title: Driver – Heavy Vehicle
Department: Transport
Reporting To: Transport Manager


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. KEY RESPONSIBILITIES AND DUTIES
2.1 Vehicle Operation & Licencing
· Operate heavy vehicles safely, responsibly, and competently at all times.
· Maintain a valid driver’s licence and notify the Transport Manager of any upcoming expiry to allow timely renewal.
· Provide a photocopy of a valid driver’s licence to the Transport Manager for personnel records.
· Carry all required documentation at all times, including:
· Valid driver’s licence
a. Wharf pass
b. Secure MST tag
c. Company identification card
2.2 Vehicle Inspection, Maintenance & Cleanliness
· Perform daily fleet checks on the designated vehicle in coordination with the assigned mechanic.
· Report any vehicle defects or faults immediately to the workshop using the approved vehicle fault report.
· Ensure the vehicle is adequately fuelled for daily operations. Drivers who run out of fuel may be fined, with deductions applied in the relevant pay period.
· Maintain vehicle cleanliness at all times, including:
a. Exterior free of mud and washed regularly
b. Interior free of rubbish and unnecessary items
2.3 Load Handling & Cargo Safety
· Inspect all cargo prior to loading to ensure it is free from damage.
· Verify container details with Fleet Coordinator prior to loading to confirm ownership and correct cargo
· Ensure all loads are properly balanced, secured, and safe for transport before movement.
· Report any damaged cargo immediately to the Transport Manager for further inspection and instruction.
· Ensure all perishable goods and powder-form cargo (e.g. cement) are covered with a securely fastened canvas
· Sign out tie-downs, straps, and canvases from the Fleet Coordinator and return all equipment after use.
2.4 Documentation & Reporting
· Collect job sheets and all attached documentation from the Fleet Coordinator prior to commencing each job.
· Complete and return job sheets upon job completion, ensuring all required details are recorded, including:
a. Date and time
b. Client name
c. Client signature
· Submit completed job sheets to the Data Processor for processing.
· Accurately complete daily driver log sheets, ensuring all fields are completed.
· Place completed log sheets in the designated tray at the end of each workday for review by Transport Manager and filing by the Data Processor
· Complete vehicle hire dockets during hire operations, including start time, finish time, date, and client name and signature.
2.5 Communication, Safety & Risk Management
· Carry a company-issued radio at all times while on duty.
· Sign out radios daily from the Fleet Coordinator and return them at close of business.
· Maintain continuous radio contact with the Operations base and report any delays, breakdowns, or operational issues immediately.
· If a delivery location is assessed as high-risk due to safety, security, or situational concerns, return to base immediately and report to the Fleet Coordinator.
2.6 Conduct & Presentation
· Wear the approved company uniform at all times during working hours.
Comply with all Company policies, procedures, safety standards, and lawful instructions issued by management.

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
[bookmark: _GoBack]Employee Name: 						Name: 					
Position: Driver – Heavy Vehicle				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




