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Job Opportunity

	Company
	Dart Container

	Job Title
	International Distribution Assistant

	Location
	Mason, Michigan

	Salary Range
	Discussed at interview

	Relocation Assistance
	Discussed at interview


Job Description / Responsibilities / Requirements

	The International Distribution Assistant will prepare and audit import and export documentation, free trade agreement documentation, and distribution tracking reports.

Specific Duties:
· Preparation of export documents, including invoices and certifications of origin

· Assign US harmonized codes

· Prepare justification for NAFTA compliance

· Contacts Freight Vendors to book shipments, resolve discrepancies, or obtain additional information

· Tracking of shipments

· Auditing documents (e.g., invoices and certifications of origin) for accuracy

· Filing and record retention

· Scanning and transmission of documents

· Distribute department mail

· Interface by telephone and e-mail with foreign plant personnel, freight carriers, freight forwarders, and freight brokers.

Requirements and Qualifications:
· High school diploma or equivalent; Associates degree preferred

· Three (3) years of office work experience required

· One (1) year of International Logistics experience

· Three (3) months of Microsoft Excel experience

· Three (3) months of Windows, Microsoft Word and email experience gained through course work or work experience required

· Must have strong verbal and written communication skills including active listening

· Must have strong math skills including the use of decimals and fractions

· Must have strong analytical skills and reasoning ability

· Must be able to prioritize and organize one's own day

· Must have a strong attention to detail

· Must be able to work in a fast paced environment

· iSBilingual in Spanish and or Portuguese preferred

Additional Information:
To expedite consideration, we highly recommend that you BOTH upload your resume AND copy and paste the text when creating your candidate profile.
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	Dart Container is an equal opportunity employer and will consider all candidates for employment without regard to race, color, religion, sex, national origin, age, marital status, disability status, protected veteran status, or any other characteristic protected by law.


Contact Information to Apply

Please apply at www.dart.jobs. 
