[image: image1.jpg]ICPA

International Compliance Professionals Association





Job Opportunity

	Company
	Confidential

	Job Title
	Documentation Specialist/Transportation Coordinator

	Location
	Atlanta, GA

	Salary Range
	Negotiable based on experience

	Relocation Assistance
	N/A


Job Description / Responsibilities / Requirements

This company is the industry leader in providing foreign based automotive dealers and buyers’ direct access to the North American used vehicle market.  It provides transaction facilitation services to over 200 automotive auctions across North America, and is able to assist buyers with Financing options, well as shipping services to virtually anywhere in the world.  Our continuous growth in this market has made the following position available:
 
This person will be responsible for the handling of all documentation required to the facilitation of vehicle purchases on behalf of our customers and prepare all documentation required for exporting these vehicles to foreign ports.   This may include liaison with U.S. and Canada Customs, as well as other parties as required.
 
Responsibilities:
· Receive, compare, input, correct and confirm dock receipts and master bills of ladings (for Container and Ro-Ro Shipments).
· Notify clients with all shipping details (ETS, ETA, vessel name, payment reminders, etc).
· Acquire shipping lines releases in a timely manner.
· Ensure that all vehicle titles are received from warehouses/shipping lines and sent to clients as early as possible.
· Ensuring titles for purchases made, are received in the office in a timely manner.
· Dispatching titles to customers or warehouses as instructed by the shipping department.
· Process titles received by uploading copies to the ExportTrader site and updating location status
· Prepare documentation for couriering to customers or warehouses and ensure mailing out.
· Answer customer or inter-departmental inquiries as to status of documents
· Communicate with vendors on problem resolution
Minimum Requirements:

· 3-5 years of office experience in a similar role.

· Ability to work in a fast paced environment.

· Strong communication and interaction skills (written and oral).

· Able to act independently and work within tight schedules.

· Effective and competent office management and organization skills.

· Proven technical and internet skills and especially proficient in Microsoft Office and Outlook.

· Excellent written and oral communication skills and possesses strong interpersonal skills.

· Self-motivated and directed and detail oriented

· Proven analytical, evaluative, and problem-solving abilities.

· Ability to effectively prioritize and execute tasks in a high-pressure environment.

· Experience working in a team-oriented, collaborative environment.

· College degree preferred

Contact Information to Apply

Bridges Holmes 

bridgesholmes@gmail.com
