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Job Description

Job Title: Invoicing Clerk
Department: Finance
Reporting To: Invoicing Supervisor/Finance Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
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 Document receipt and validation
· Receive Job Masterfiles, job cards, dockets, client instructions, third-party charges, and other billing support from the responsible departments.
· Verify that hard-copy and electronic documents are complete, consistent, and uploaded to HILCOMS or the approved filing location.
· Return incomplete files for correction and follow up until all information required for billing is received.
2.2 Invoice and quotation preparation
· Prepare disbursement, local service, MIT/SPICTL/UATP usage, and other assigned invoices in MYOB using the correct client template, job number, description, GST treatment, approved SLA, rate sheet, or management instruction.
· Check calculations, descriptions, supporting documents, and client details before submitting invoices for review.
· Process complete files within the required turnaround time and immediately report unclear rates, missing documents, or potential duplicate charges.
2.3 Approval, dispatch and follow-up
· Submit prepared invoices to the Invoicing Supervisor and Finance Manager for review and approval as required.
· Send approved invoices and complete attachments to clients or designated departments and record the dispatch date and method.
· Forward client remittance advice or payment evidence to Receivables or Payables as applicable and assist with invoice corrections and queries.
2.4 MIT/SPICTL/UATP and assigned operational accounts
· Request and monitor MIT/ SPICTL/UATP prepaid account balances at the required morning and afternoon daily.
· Communicate balances and top-up recommendations to the authorized Customs-Finance group and help maintain the approved operating threshold.
· Maintain records of balance updates, invoices, top-ups, approvals, and related communications.

3. KEY PERFORMANCE INDICATORS
· Invoices are accurate, properly supported, and submitted within required turnaround times.
· Incomplete files and rate queries are followed up and escalated promptly.
· Approved invoices are sent and logged without avoidable delay.
· MIT/SPICTL/UATP monitoring and assigned balance updates are completed at required times.
· Billing files and audit trails are complete and easy to retrieve.

4. MEETINGS
· Attend Finance Department Meetings and any other meetings as reasonably required by the Company.


5. GENERAL
· Perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, internal controls, confidentiality requirements, and safety standards.
· The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.
· Protect confidential financial, employee, client, supplier, banking, and commercial information and disclose it only to authorized persons.
· Maintain respectful, timely, and professional communication with management, colleagues, clients, suppliers, banks, regulators, and other stakeholders.
· Immediately report material errors, suspected fraud, control breaches, system issues, or risks to the appropriate supervisor or management.

6. 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
Employee Name: 						Name: 					
Position: Invoicing Clerk					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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* 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




