
Position Description: Shipment Coordinator (Overseas 

Building Operation) Fixed-Term: 3 Years   

 

 Basic Function of Position: 

Act as a primary shipment coordinator for New Embassy Compound project shipments.   The 

shipment coordinator ensures that any and all official shipments sent to post by sea or air for 

the construction of the multi-million dollar NEC construction project, clear customs and are 

released to the construction site promptly includes secure containers and hazardous 

construction materials.   Incumbent is responsible for preparation of documents pertaining to 

all in and outgoing air & surface, include official & personal shipments.  Assist in obtaining 

import control licenses such as approval from the Dept. of Plant Quarantine, 

Telecommunication Regulatory Commission, Ministry of Defense, Customs and Finance.  

 

 Major Duties and Responsibilities: 

Overseas Building Operation (OBO) New Embassy Compound (NEC) shipments:  60% 

Act as primary shipping assistant to New Embassy Compound project shipments.  Responsible 

for maintaining working contacts with the Embassy, shipping lines, contractors, brokers, 

forwarders, consolidators, airlines and others to ensure prompt and expeditious release of 

incoming air and surface official and personal shipments to prevent from eliminate storage 

demurrage and detention charges.  The incumbent will arrange customs clearance of incoming 

and outgoing shipments and back incoming shipments from their place of departure until their 

arrival in Colombo.  Will track and receive 6-10 FedEx shipments per week and 300-400 

container shipments annually.  Will be responsible for registration and/or deregistration, 

inspection, licensing and insurance coverage of private and U.S. Government property.  Solicits 

bids for the shipment, packing, storage, local transfer, etc., of private and U.S. government 

property and recommends contractors for specific jobs. Will review shipment, packing, and 

local transfer company bills and complaints concerning them and makes recommendations on 

these matters to OBO project management.  Performs all logistics for diplomatic couriers and 

support flights.  Meets incoming and accompanies outgoing USG personnel and official visitors 

at the airport when necessary to facilitate and expedite customs clearances, passport controls 

and check in/out process.  Counsels and assists the OBO office regarding the status of OBO 

contractor shipments, entitlements, accreditation and customs procedures and requirements.  

Develops and maintains contacts with personnel of shipping, packing, and transfer companies 

and of host country customs, Immigration, border and other government offices to facilitate 

shipment, customs clearance, expediting services and related matters.  Coordinates with OBO 

drivers as pertains to OBO receiving/shipping tasks. 

 



 

 

2.  Clearance Documentation: 20% 

 

Prepare duty free clearance certificates, letters, memos, notes and coordinate with various 

line Ministries in day to day ad-hoc requests.  Ministry of health for medicine shipments, 

Ministry of Defense for Security equipment, printers and scanners, Telecommunication 

Regulatory for telecommunication devices, Department of Forestry for clearance of wooden 

items and Sri Lanka Police for specific vehicle access passes with the minimal supervision. 

 

3. Record maintenance and archives - 10% 

Maintain and update electronic records for all OBO shipments mainly and other shipments 

too.  (Post shipping data base, ILMS T-Lite) and manual records of all inbound air, surface and 

parcel post shipments. Update hard copy of SOP as and when instructed by the supervisor.  

Update the shipping share point with the current information as and when required.  Keep 

maintain records of Diplomatic notes and archive when necessary as per dept. regulations.  

Recommend solutions to the supervisor on issues related to inbound/out bound shipments 

with the Embassy shipping contractor, shipping lines, customs or shipper.  Advise on weight 

allowances, answer any queries and also schedule and guide them through outbound pack out 

process Keeps record, prepare necessary paperwork, telegrams and other documentation and 

correspondence as necessary on various aspects of customs, shipping and expediting matters.  

 

4. Other duties:     10% 

Incumbent act as a backup to Airport Expeditor and Customs Expediter during busy period or 

while they are on leave.  Work as an alternate driver for the General Services Office/Customs 

and Shipping Unit.  Duty includes drive, submit trip tickets to Motor pool Supervisor on time 

and maintain the vehicle assigned to the Shipping department for official business.   Other 

duties as assigned by the Supervisor.   

   

 

 

 


