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ROLE DESCRIPTION
	Role Title
	Customs & Port Agent 

	Accountability Seat
	Port Agent

	Accountable To
	General Manager – Port Agency



	Role Purpose

	As a Port Agent you will be organising and coordinating the port call, acting on behalf of the owner or operator of the vessel and as part of the Osprey Port Agency team.



	Role Accountabilities

	· Communication – with our principal and vessel to take instruction and update information relating to berthing window, berth and labour availability 
· Coordination - Liaising with Stevedores, towage providers, pilots and local government authorities (to include customs, port health and MCA (Maritime Costal Agency)
· Customs Agency – responsible for supporting Port Agency & Customs Manager to process customs entries 
· Service Suppliers – liaising with the various service suppliers (Ship Chandlers, Fresh Water Supply, Bunker Suppliers, Transportation services etc) for scheduling and delivery of goods and services to the vessel
· Documentation – processing manifests and invoicing freight and local charges to UK receivers 
· Organising – transport and handling of cargos, using third party crane providers and hauliers 
· Invoicing– processing and handling of invoices, ensuring that invoices are checked against tariffs that have been agreed with third party vendors



	Other Role Responsibilities

	1. Be able to provide support and cover for Freight Forwarding and Customs Entries  



	General Responsibilities

	1. To support the delivery of Osprey’s vision and values as part of your day-to-day work.
2. To comply with Osprey’s management systems as required within your area of responsibility.
3. To be responsible for the health, safety and environmental aspects affecting self, employees and activities under your control.
4. Any other duties that the company may reasonably require the individual to undertake.



	Osprey’s Promise

	You will be supported by your line manager through supervision and support, listening, training and development, and the best resources that we are able to provide to help you give your best.



	Signature
	
	Signature
	

	Employee Name
	
	Manager’s Name
	

	Date
	
	Date
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