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Job Description

Job Title: 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 & Scheduling
· Coordinate and allocate heavy vehicle fleet to daily transport tasks in accordance with operational schedules and customer requirements.
· Prepare daily fleet allocations and job priorities by 5:00pm each business day for the following day's operations.
· Ensure all fleet allocations are documented and communicated to the Transport Manager.
· Liaise with the Workshop Manager regarding vehicle servicing, repairs, breakdowns, and fleet availability to minimize operational disruptions.
2.2 Transport Operations
· Monitor vehicle movements using GPS fleet tracking, two-way radio communication, and other available systems.
· Report any discrepancies in vehicle movements or operational issues immediately to the Transport Manager.
· Ensure all container movements are verified with drivers before loading to prevent delivery errors.
· Arrange inspections of customer sites where required prior to deliveries.
· Ensure all trucks are refueled and empty containers are loaded before close of business for the following day's operations.
2.3 Shipping & Customer Coordination
· Liaise with shipping agents to monitor vessel schedules and coordinate container backloading and empty container collections.
· Liaise with customers regarding container movements, delivery schedules, and backloading requirements.
· Follow up on container returns, deliveries, and transport requests, ensuring status boards are updated accordingly.
· Communicate job progress, delays, and operational changes to the Transport Manager to enable timely customer updates.
· Coordinate with clients regarding required documentation, including Bills of Lading (BOL), Gate Passes, Interim Receipts (IRBs), and other transport documentation.
2.4 Container Yard Management
· Monitor and regulate container movements within the yard.
· Organize containers into designated areas for empty containers, backloads, transit cargo, storage, and delivery.
· Monitor empty container stock levels to minimize demurrage charges.
· Conduct physical container yard stocktakes fortnightly and submit reports to the Transport Manager.
· Report any discrepancies or abnormalities identified during stocktakes immediately.
2.5 Documentation & Records
· Maintain and update the Dispatch Register for all local, overseas, and heavy fleet movements throughout the day.
· Update transport whiteboards, movement schedules, and operational records with current information.
· Maintain accurate daily vehicle movement records and ensure documentation is properly filed.
· Verify container and seal numbers against transport documentation before dispatch and receipt.
2.6 Staff & Operational Support
· Monitor staff attendance and punctuality and report concerns to the Transport Manager.
· Ensure transport staff comply with company procedures, policies, and operational requirements.
· Monitor workplace safety practices and report hazards or unsafe work practices to the Transport Manager.
· Assist with cross-training and operational support as directed.
2.7 Communication & Reporting
· Maintain effective communication with drivers, dispatch personnel, workshop staff, shipping agents, and customers throughout the day.
· Provide timely updates to the Transport Manager regarding fleet utilization, operational issues, customer requirements, and transport delays.
· Communicate vehicle loading and unloading activities to relevant personnel to maintain accurate operational records.
2.8 Additional Duties
· Carry out any other duties and responsibilities as 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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