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Resnonsihilities / Duties


https://www.careercross.com/company/detail-561411
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« Handle order process and data entry
Both B2B and D2C, order entry process and input are done through D365
« Manage outbound process with 3PL
Execute the associated tasks related to product shipment in cooperation with the warehouse *tagging etc.
« Optimize delivery schedule
To distribute the right product at the right time, communicate with related teams (internal sales team, MD team etc.)
and execute a delivery plan.
« Team leading
Lead and supervise a small team within the sales operation team.
Providing guidance, training and performance feedback.
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Key requirements / Minimum qualifications

Experience in Sales Administration +5 years
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« English skill plus

« People management experience is plus

« Accuracy and attention to detail in administrative work

« Experience in the Outdoor / apparel industry a plus

« Experience and knowledge in ERP / WMS

« Analytical and problem-solving skills

« Excellent interpersonal and communication skills to deal with partners, both internal and external

« Motivated, team player and self-starter with a can-do attitude
Personal

« Professional attitude

« Problem-solving oriented

« Good communicator, integrative and team player

« Strategic and logical thinking

« Highly organized and detail-oriented

« Integrity
Software

« Basic PC skills (Microsoft Office Excel, Word, Email etc.)
« Familiarity with Excel functions (e.g. VLOOKUP, SUMIF) is a plus
« Ability to communicate in English (read/write) is considered a strong advantage.
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