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- Responsible for daily warehouse operation included outbound, inbound shipment

- Handling, labeling and weighting packages for export and import shipment

- Prepare and complete all export documents complying with regulations and internal -
procedures

- Responsible for the allocation of stock to booking and process shipments in accordance
with SOP

- Track, traces and updates shipment data and irregular shipments through tracing system
effectively

- Provide excellent customer service and coordinate, resolve customer inquiries

- Handle and resolve various complaint and claims from the customers

- Other tasks assigned by upper management
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- Arrange Domestic / International work orders

- Manage work order and follow-up with both Domestic / International agents

- Review/audit vendor invoices and update accordingly

- Submit payment request for payment to the vendor in a timely manner

- Responsible for daily logistics operation to handle Department of Defense shipments
- Provide customer service to clients via telephone and email

- Track, trace, and update shipment data through tracing system

- Manage account payable by registering invoice, submit payment request, and track
payment status

- Handle and resolve various complaint and claim from the customers

- Other tasks assigned by upper management

STIAE:
o A& #H AZA «h

o T AR AR Py

o Bilingual in English and Korean preferred.
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