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Job Description Form 
	UNIT: Administration

	DEPARTMENT: Logistics

	JOB TITLE: Logistics Coordinator
	JOB CODE:

	JOB SUMMARY:
Prepare, organize and implement worldwide shipping operations to all the company’s bases, direct and indirect interconnections. 
Overlook and examine all internal logistics tasks for the company.

	REGULAR DUTIES AND RESPONSIBLTIES:

On the full logistical level
1. Fix equipment readiness date with the supplier
2. Contact transporter for pick-up and delivery
3. Discussing delivery terms with consignee
4. Fix delivery date
5. Prepare all necessary documentation for shipping and delivery
6. Maintain records, file systems and computer files 
7. Prepare insurance for all shipped equipments
8. Check and approve invoices from transporters/courier companies
9. Lower shipping time and cost
10. Prepare general shipping procedures
11. Prepare specific shipping procedures for each country of departure and destination
12. Maintain good relations with suppliers, transporters/courier companies and consignees
13. Maintain a detailed data for the equipment in every country
14. Prepare and implement RMA procedures from and to every base, direct and indirect interconnection
15. Maintain detailed data for every RMA unit
16. Perform other duties as requested by his/her direct supervisor
On the administrative Level
1. Control and overlook company procurement 
2. Control and overlook company drivers
3. Check and approve procurement invoices
4. Maintain good relation with suppliers
5. Control insurance for employees
6. Control insurance for company’s goods and assets
7. Maintain good relation with insurance company
8. Check and approve insurance company invoices
9. Perform other duties as requested by his/her direct supervisor


	REPORTING RELATIONSHIP:
Director of HR, Administration and Regulatory Affairs

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
Masters degree or equivalent in Logistics/Distribution

	KNOWLEDGE AND SKILLS:
· Supply Chain Management
· Mastering of INCOTERM
· Ability to follow up
· Patience and attention to details
· Responsible and trustworthy
· Organized and able to provide fast and reliable information
· Capacity to identify areas of concern
· Strong analytical skills
· Creativity in providing new working methods 
· Good communication skills
· Ability to work under pressure
· Proactive character 
· Positive thinking
· Logical Judgment
· Good Reporting



	TRAINING:
· Project Management
· Problem Solving
· Communications
· Presentation Skills

	Experience:
· Primary training is enough

	WORK CONTACTS:
· Customers
· Colleagues
· Suppliers
· Transporters/courier companies


	Employee Signature :


	Date:


	Director of HR, Administration and Regulatory Affairs Approval:



	Date:




image1.png
mada




