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Job Description

Job Title: Forklift Operator
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 Forklift Operations
· Operate the forklift safely, competently, and in accordance with company operating procedures, workplace health and safety requirements, and manufacturer guidelines.
· Conduct pre-start operational checks before using the forklift and ensure it is safe for operation.
· Ensure only authorized and licensed personnel operate company forklifts.
2.2 Loading & Unloading Operations
· Load and unload vehicles as directed by Dispatch Clerks, Coordinators, or the Transport Manager.
· Ensure freight is handled safely to prevent damage to cargo, vehicles, equipment, and property.
· Verify loads are stable, secure, and correctly distributed before transport.
· Assist with loading and unloading containers, trailers, and customer freight as required.
2.3 Daily Fleet Preparation
· Ensure all delivery vehicles are loaded and ready to depart the yard by 8:30am each working day.
· Load vehicles before close of business to prepare for scheduled deliveries the following day.
· Assist the Transport Department in meeting daily dispatch schedules and operational deadlines.
2.4 Forklift Availability
· Coordinate lunch break coverage with other Forklift Operators to ensure forklift services remain available throughout the working day.
· Maintain continuous operational support for loading and unloading activities.
2.5 Equipment Inspection & Maintenance
· Conduct daily pre-start inspections of the assigned forklift, including tyres, forks, mast, hydraulics, brakes, steering, warning devices, lights, and fluid levels.
· Ensure adequate fuel is available before commencing daily operations or off-site assignments.
· Report any faults, damage, or mechanical issues immediately by completing a Vehicle Fault Report and notifying the Workshop Manager.
· Assist the designated mechanic with daily vehicle and forklift inspections when required.
· Ensure the forklift receives a mechanical inspection before commencing any off-site hire.
2.6 Safety & Housekeeping
· Maintain a safe working environment by following all workplace health and safety procedures.
· Ensure work areas, loading zones, and storage areas remain clean and free from hazards.
· Wear appropriate Personal Protective Equipment (PPE) at all times.
· Immediately report unsafe conditions, incidents, near misses, or hazards to management.
2.7 Documentation & Reporting
· Complete all required operational documentation accurately and on time.
· Maintain records of forklift inspections, faults, maintenance requests, and hire documentation.
· Report operational issues or delays that may affect transport schedules.
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.

[bookmark: _GoBack]
EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Forklift Operator					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




