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Job Description

Job Title: Driver – Light 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 Transport & Delivery Operations
· Safely operate company light vehicles in accordance with road traffic laws and company policies. 
· Perform daily deliveries and collections of customs documentation, loose cargo, parcels, and operational materials. 
· Carry out regular wharf, port, airline cargo terminal, shipping agent, and government office runs. 
· Deliver and collect documentation from PNG Customs, PNG Ports, NAQIA, shipping lines, airlines, freight forwarders, and other stakeholders as directed. 
· Ensure deliveries and collections are completed within required timeframes. 
· Obtain signatures or proof of delivery where required. 
· Ensure all cargo and documents are handled securely and confidentially during transportation. 
· Assist with loading and unloading of loose cargo where required. 
· Support urgent deliveries and special operational requests. 
2.2 Vehicle Care & Maintenance
· Conduct daily pre-start inspections of the assigned vehicle. 
· Ensure the vehicle is clean, roadworthy, and well maintained. 
· Check fuel, engine oil, coolant, tyres, lights, brakes, and other safety items before commencing duties.
· Refuel the vehicle as required. 
· Immediately report any vehicle faults, accidents, or damage to the Transport Supervisor. 
· Ensure scheduled servicing requirements are communicated to the Workshop. 
2.3 Documentation & Administration
· Maintain accurate daily vehicle movement logs. 
· Complete delivery records and obtain required acknowledgements. 
· Ensure transport documentation accompanies cargo where required. 
· Record fuel usage and kilometer readings accurately. 
· Report completed deliveries and outstanding tasks to the Transport Supervisor. 
2.4 Customer Service
· Maintain professional and courteous relationships with customers, government agencies, shipping agents, and service providers. 
· Present a positive image of Hi-Lift Company Ltd during all deliveries and collections. 
· Communicate any delivery delays or operational issues promptly to the Transport Supervisor. 
2.5 Safety & Compliance
· Comply with all company policies, road traffic legislation, and Workplace Health & Safety requirements. 
· Ensure cargo is secured appropriately before transportation. 
· Drive responsibly and safely at all times. 
· Wear required Personal Protective Equipment (PPE) when entering wharf, port, warehouse, and customer sites. 
· Report hazards, incidents, or unsafe conditions immediately. 

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 – Light Vehicle				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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