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Job Description

Job Title: Assistant Fleet Coordinator
Department: Transport
Reporting To: Transport 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 Fleet Coordination Support
· Assist the Fleet Coordinator in coordinating daily fleet operations and vehicle allocations.
· Support the preparation of daily fleet schedules and job allocations to ensure operational efficiency.
· Monitor fleet availability and advise the Fleet Coordinator or Transport Manager of any operational issues.
· Assist in ensuring daily fleet allocations and job priorities are completed and communicated to drivers.
2.2 Transport Operations
· Monitor vehicle movements using GPS fleet tracking, radio communication, and other available systems.
· Communicate with drivers regarding job assignments, delivery schedules, and operational updates.
· Verify container movements and delivery instructions before dispatch.
· Assist in coordinating vehicle movements to maximize fleet utilization and minimize delays.
2.3 Customer & Shipping Coordination
· Liaise with customers, shipping agents, and internal departments regarding transport schedules and container movements.
· Assist in coordinating empty container collections, backloading, and delivery requirements.
· Provide timely updates to clients regarding job progress, delays, or changes after consultation with the Fleet Coordinator or Transport Manager.
· Follow up on outstanding transport requests and customer enquiries.
2.4 Documentation & Records
· Maintain accurate transport records, dispatch registers, vehicle movement logs, and operational documentation.
· Update transport whiteboards and fleet movement schedules throughout the day.
· Verify transport documentation, including container numbers, seal numbers, delivery dockets, and supporting documents.
· Ensure operational records are completed accurately and filed appropriately.
2.5 Yard & Fleet Monitoring
· Assist in monitoring container movements within the yard and ensure containers are stored in designated locations.
· Monitor empty container stock levels and report any issues affecting operations.
· Assist with periodic container yard stocktakes and reconciliation of records.
· Report discrepancies in vehicle or container movements to the Transport Manager.
2.6 Communication & Reporting
· Maintain effective communication with drivers, customers, workshop personnel, and other operational staff.
· Escalate operational issues, breakdowns, delays, or customer concerns to the Fleet Coordinator or Transport Manager promptly.
· Assist in preparing daily operational reports and transport status updates.
2.7 Team Support
· Provide administrative and operational support to the Fleet Coordinator and Transport Manager.
· Assist with training new staff on transport procedures and documentation where required.
· Support continuous improvement initiatives within the Transport Department.
2.8 Additional Duties
· Act in the capacity of the Fleet Coordinator during periods of leave or absence, as directed by the Transport Manager.
· 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 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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