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Job Description

Job Title: Key Client 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 Key Client Relationship Management
· Serve as the primary point of contact for assigned key clients. 
· Build and maintain strong professional relationships through timely and effective communication. 
· Ensure clients receive regular updates regarding the status of their shipments and service requests. 
· Respond promptly to client enquiries, complaints, and requests, escalating issues where necessary. 
2.2 Shipment & Service Coordination
· Coordinate import, export, transport, and logistics activities for assigned key clients
· Liaise with the Customs, Transport, Warehouse, and Accounts departments to ensure timely service delivery. 
· Monitor shipment progress and proactively communicate delays or operational changes to clients. 
· Ensure client service requirements are met in accordance with agreed service levels. 
2.3 Operational Support
· Coordinate daily job priorities for key client accounts. 
· Monitor outstanding jobs and ensure issues affecting deliveries or clearances are resolved promptly. 
· Liaise with shipping lines, government agencies, transport providers, and other stakeholders where required. 
2.4 Documentation & Administration
· Ensure all customer documentation is complete, accurate, and processed within required timeframes. 
· Monitor customer files and maintain accurate records of correspondence, shipments, and service requests. 
· Prepare reports, status updates, and client summaries as required by management. 
2.5 Communication & Reporting
· Prepare and distribute daily status reports for assigned key clients. 
· Provide regular operational updates to the Logistics Manager. 
· Escalate urgent operational issues that may affect customer service or delivery commitments. 
2.6 Customer Service & Continuous Improvement
· Maintain a high standard of customer service and professionalism at all times. 
· Identify opportunities to improve customer satisfaction and operational efficiency. 
· Assist in implementing customer service initiatives and process improvements. 
2.7 Additional Duties
· Carry out any other duties and responsibilities assigned by the Logistics 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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