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Key Responsibilities

« Issuing Purchase Orders to the suppliers (and all documents related to the passive order cycle)
« Issuing related Proforma Invoices to the clients (and all documents related to the active order
cycle such as packing list, invoices)

« Being capable to take care of the full active/passive order cycle and issuing all the related documentation through the

company’s ERP software.

« Maintaining the communication with the supplier and the clients.
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« Handling communication and documentation with forwarders to arrange shipments.

« Being the main contact point of the local clients and distributors for orders status update, follow up and daily
communications.

Basic skills & Requirements

« Previous experience in logistic operations (import/export) and related knowledge on the documentation to be
prepared.

« Able to work with Microsoft office package (word/excel)

« Good communication skills required for the customer care side of the job.

Kashmiethaa V Chandran
JAC Recruitment Pte Ltd
EA Personnel: R24122846

EA Personnel Name: KASHMIETHAA V CHANDRAN

#LI-JACSG
#countrysingapore

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.sg/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.sg/terms-of-use
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