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	Job title
	Vessel Operations Coordinator/Lightering Support

	Position Number
	11225, 11214 or 11224
	Position Grade
	1 – Executive 

	Location
	Houston
	Region
	Americas

	Division
	Crude Petroleum Shipping

	Sub Division/ Department/

Sub Department
	Crude/Atlantic Operations

	Reports to
	Operations Manager


Purpose of the Job
The purpose of this role is to support the commercial operations team business administrative functions.
Key Accountabilities
Primary Accountabilities

· Raise lightering/freight invoices for all vessels operated by Americas Operations to customers and attach record in IMOS
· Process short term/trip charter TCI invoices for settlement
· Update bunker records and pricing in IMOS
· Update vessels status in IMOS and provide feedback to master for inaccuracy and missing reports
· Update Port DA for voyage P&L in IMOS  
· Assist supervisor during voyage month-end closing process
· Coordinate with COS-Support team to address IMOS interface failure  
· Tracking payment efficiency of AP invoices submitted for settlement
· Update lightering and voyage contracts billing guidelines
· Track variances between FDA and estimated PDA for SS port calls in DA Desk
· E-file all voyage correspondence & documentations in voyage folder
· Update all charged vessels documents and questionnaires on WWW.Q88.COM
· Maintain updated status of FDA refund with finance department  
· Keep weekend workboat and mooring master schedule on rotation basis
Lightering Support Accountabilities

· Maintain the daily Workboat and Mooring Master assignments in the Lightering Schedule
· Send updated Lightering Schedule out to relevant stakeholders
· Coordinate with AETO in workboat scheduling to facilitate AETO needs for crew changes, LSV maintenance, etc.
· Provide supplemental support to lightering manager as needed for STBL and SV clearances and ad hoc related projects
· Provide relevant documents to offshore crew
· Prepare lightering support only invoices, obtain LOA approval and submit to customers
Qualifications

Qualifications include:

· Education: College Degree or A level with equivalent work experience
· Professional Certification:  none
· Experience: Ideally 1+ years of experience
· Specialized knowledge: none
· Skills and Abilities: Sound Computer Skills (MS Office – Intermediate), AP-AR experience within administrative environment
Job Scope
	People
	Teams Managed 

0
	Direct Reports 

0
	Employees Managed

0

	Geography


	Geographic Spread of Job Responsibilities 

Multiple Regions (more than one of Americas, Europe and Asia)

	Financial


	Revenue Directly Accountable For 

None 


	G&A Budget Directly Accountable For 

None 

	
	Revenue Indirectly Accountable For 

None
	G&A Budget Indirectly Accountable For 

None


Job Contact Points

Internal (AET, MISC and Petronas):

· Chartering, Finance, Postfix, Legal – Support function for Operations Department
· AET Offshore, Mooring Masters, Ship Management 
External

· Charterers, Brokers – Liaise with external customers and service providers for timely billing and collection
· Port Agents /Vendors – Liaise with Port Agents/Vendors ( including towage) for port disbursement accounts
Physical requirements 
Working conditions are normal for an office environment. Work may require occasional overnight travel and weekend and/or evening work.

AET is an equal opportunity employer.

Below this line is for internal use only (to be deleted when providing externally)
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