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Job Description

Job Title: Invoicing Supervisor
Department: Finance
Reporting To: Finance 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 Supervision and workflow control
· Allocate daily invoicing work and monitor Job Masterfiles, MIT, SPICTL, UATP, local jobs, OTML/FCS summaries, walk-in jobs, and other billing queues.
· Check Finance Tray, HILCOMS, shared folders, and trackers throughout the day; maintain pending-item logs and next-day priorities.
· Follow up incomplete or delayed submissions with Customs, Transport, OTML, and other responsible departments and escalate unresolved issues to the Finance Manager.
· Manage urgent files, backlogs, system interruptions, and high-volume periods while preserving review controls.
2.2 Invoice and quotation preparation
· Validate job cards, dockets, email instructions, third-party invoices, and other supporting documents before billing.
· Prepare or supervise invoices and quotations in MYOB using approved SLAs, rate sheets, client templates, job details, and management instructions.
· Handle OTML/FCS, walk-in, local, and other assigned invoices; obtain required management rate approval for exceptions or quotations.
2.3 Review, approval and dispatch 
· Review invoices prepared by Invoicing Clerks for completeness, accuracy, correct client, rates, GST, descriptions, supporting documents, and duplicate billing risk.
· Submit invoices and supporting records to the Finance Manager for final review where required.
· Ensure approved invoices are sent promptly to clients or relevant departments and correctly recorded in dispatch and invoice trackers.
2.4 Team support, records and compliance
· Train and guide Invoicing Clerks, explain corrections, monitor recurring errors, and report performance or resource issues to the Finance Manager.
· Maintain complete hard-copy and electronic files, approval evidence, processing timelines, and audit trails.
· Support invoice queries, credit or correction requests, receivables follow-up, month-end cut-off, and reconciliations as directed.

3. KEY PERFORMANCE INDICATORS
· Complete invoices are processed within approved turnaround times, including same-day or one-day targets where applicable.
· Invoice errors, omissions, duplicate billings, and client disputes are minimized and corrected promptly.
· Pending files and backlogs are visible, actively followed up, and escalated without delay.
· Invoice trackers, approvals, supporting documents, and filing remain complete and audit ready.
· Invoicing staff receive effective supervision, feedback, and task coverage.


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 Supervisor				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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