@A Project Logistics
Job Description: Logistics Operations Staff

Position Title: Logistics Operations Staff
Location: CEA Projects

Reports To: Operations Manager
Employment Type: Full-time

Job Overview:

We are looking for a detail-oriented and highly organized Logistics Operations Staff member to
join our team. The ideal candidate will play a vital role in managing and coordinating the
movement of goods and materials on behalf of our clients. You will be responsible for ensuring
smooth and efficient operations in the freight forwarding process, including overseeing
shipments, liaising with carriers, and ensuring compliance with shipping regulations.

Key Responsibilities:

1. Shipment Coordination:

o Coordinate and manage the end-to-end process of international and domestic
shipments, including the arrangement of transportation, documentation, and
customs clearance.

o Ensure timely pick-up, delivery, and transit of goods while maintaining
communication with carriers, suppliers, and clients.

o Monitor shipment schedules to ensure timely delivery and proactively resolve any
issues or delays.

2. Documentation & Compliance:

o Prepare and review shipping documents such as Bills of Lading, commercial
invoices, packing lists, and certificates of origin.

o Assist with customs clearance and liaise with the customs team to ensure smooth
processing of shipments.

3. Customer Service:

o Provide support and regular updates to customers regarding the status of their
shipments.

o Address any customer concerns or complaints regarding delivery delays, damages,
or other freight-related issues.

o Maintain strong relationships with both the internal team and external suppliers to
ensure high levels of customer satisfaction.

4. Cost & Budget Management:
o Assist in obtaining and comparing freight quotes from different carriers.
o Work with the transport and customs teams to ensure quality local charges.

Qualifications:

e Education: High School Diploma or equivalent (Bachelor’s degree in logistics,
business, or related field preferred).
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o [Experience: At least 5 years of experience in freight forwarding, logistics, or
transportation. Experience with customs procedures and international shipping carriers is
a very important.

o Skills:

Knowledge of freight forwarding processes and documentation requirements.

Strong organizational and time-management skills.

Ability to manage multiple tasks and work in a fast-paced environment.

Good communication skills (verbal and written).

Proficiency in Microsoft Office (Word, Excel, Outlook) and experience with

logistics software and tracking systems (such as TMS, WMS, etc.) is desirable.

o English speaking

o Attention to Detail: Strong attention to detail and ability to handle complex logistical

issues.

o O O O

Benefits:

o Competitive salary.

e Health benefits.

e Paid vacation and holidays.

e Opportunities for training and career development.
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M5 ta cong viéc: Chuyén vién ching tir Xuat Nhap khau

Vi tri: Chimg tir Xuat Nhap khau — Chuyén vién

Tai: CEA Projects

Bao cao cho: Operations Manager

Loai hinh hop ddng: Chinh thirc — Nhan vién vin phong

Tong quan cong viéc:

Chung t6i dang tim kiém mot chuyén vién chimg tir Xuit nhap khau - Logistics Document c6
dinh hudng chi tiét va co t6 chirc cao dé tham gia nhém ciia chung t6i. Ung vién 1y tuong s& dong
vai trd quan trong trong viéc quan 1y va diéu phdi viéc di chuyén hang hoa va vat liéu thay mat
cho khach hang cua chung t6i. Ban s€ chiu trach nhiém dam bdo hoat dong tron tru va hi¢u qua
trong qua trinh giao nhan hang hoa, bao gdm giam sat cac 16 hang, lién lac véi cac hang van tai
va dam bao tuan thu cac quy dinh vé van chuyén.

Trach nhiém chinh:

1. Giam sat quan ly hang xuit nhap khiu:
o Diéu phdi va quan 1y toan bo quy trinh van chuyén qudc té va trong nudc, bao gom
sap xép van chuyén, chtng tir va khai bao hai quan.
o Pam bao viéc nhan, giao hang va van chuyén hang hoa dang ding han, dong thoi
duy tri lién lac véi nha van chuyén, nha cung cip va khach hang.
o Giam sat lich trinh van chuyén dé dam bao giao hang dung thoi han va chii dong
giai quyét moi van dé hodc cham tré.
2. Tailiéu & Tuan thu:
o Chuan bi va kiém tra cac tai liéu van chuyén nhu Van don, héa don thuong mai,
danh sach dong géi va gidy chirng nhan xuat xu.
o Hb trg thong quan va lam viéc vi nhom hai quan Operation dé dam bao qué trinh
xtr ly hang hoa suon sé.
3. Dich vu Khach hang:
o Cung cap hd trg va cap nhat thuong xuyén cho khach hang vé tinh trang céc chuyén
hang cua ho.
o Giai quyét moi moi lo ngai hodc khiéu nai cta khach hang lién quan dén cham tré
giao hang, hu hong hodc cac van d¢ lién quan dén van chuyen
o Duy tri mdi quan hé t6t v6i ca doi ngili ndi bd va nha cung cap bén ngoai dé dam
bao muc d§ hai long cao cua khach hang.
4. Quan ly Chi phi & Ngan sach:
o Hd trg trong viéc thu thap va so sanh bao gid van chuyén tir cdc nha van chuyén
khéc nhau.
o Lam viéc v6i nhom van chuyén va hai quan dé dam bao chi phi dia phuong chat
lugng.

Yéu cau:

« Trinh d§ hoc van: Tt nghiép tir trung cp trd 1én (Uu tién c6 bang ctr nhan vé logistics,
kinh doanh hoac cac nganh lién quan).
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« Kinh nghiém: Téi thiéu 5 nam kinh nghiém vé chimg tir trong linh vuc giao nhan hang
hoa, logistics hodc véan chuyén. Kinh nghiém vé quy trinh hai quan va nha van chuyén
qudc té 13 rat quan trong. Pic biét C6 kinh nghiém khai béo ching tir va xtr 1y cac 16 hang
c6 da dang chung loai hang hoa.

e K§¥ nang:

Hiéu biét Ve quy trinh giao nhan hang hoa va yéu cau tai liéu.

K¥ ning t6 chtc va quan ly thoi gian tét.

Kha nang quan 1y nhidu nhiém vu va lam viéc trong méi trudng cé nhip do nhanh.

K¥ ning giao tiép t6t (ca ndi va viét).

Thanh thao Microsoft Office (Word, Excel, Outlook) va c6 kinh nghiém str dung

phan mém logistics va h¢ thong theo d5i (nhu TMS, WMS, v.v.) 1a diém cong.

o Tleng Anh giao tiép
e Chi y dén chi tiét: Kha ning chu ¥ dén chi tiét va xtr 1y cac van dé logistics phrc tap.
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Quyén lgi:

e Murc luong canh tranh.

o Bao hiém strc khoe.

« Nghi phép va nghi 1& ¢ luong.

e Co hoi dao tao va phat trién su nghiép.
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