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                									               Accelerate Success 


Logistics: Sales Administration 
Department: LOGISTICS
Position title: Sales Administration Intern / Executive
Reporting to:  Head of Logistics  


Main Responsibilities:

Customer service 
List of Duties 
Customer service to a specific number of customers/markets
1. Ensure records held  in Database for assigned customers are accurate
1. Reception, capture and acknowledgement of orders
1. Issue of order acknowledgement / Proforma invoices when required
1. Trigger outbound delivery when goods are available 
1. Create export shipping instructions   
1. Ensure that  documents  required for imports in customer’s country (Certificates of Origin, Health, Age, etc…) are accurate and made available TIMELY 
1. Issue of FIX documents (Invoice/Packing List/COO)
1. Check for possible discrepancies  in documentation
1. Provide solutions to customers for problems arising from normal operations
1. Main point of contact for the commercial and marketing teams in regards to order administration for the assigned markets
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