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SUMMARY

Efficient Air import/

xport agent with over 10 years' experience in freight handling. Great team

player with excellenf customer service and communication skills. Contributing team member with
flexible schedule and physical strength to handle any task.

HIGHLIGHTS

EXPERIENCE
08/2012 to Current

03/2008 fo 07/2012

12/2003 to 02/2008

Customer service professional Microsoft Office proficient
Familiar h Ocean procedures Vendor coordination
Detail-criented Monitoring and reporting
Familiar with shipping Scheduling
documentation Invoicing

Quote preparation

Contract Air Import/Export Agent
Ultimate Staffing Services — New Cityland, CA

Process all orders and documentation, and provide detailed

information such as quote amounis to established and potential clients.

Write up new quotes, following company guidelines for cost and fime.
Contact vendors to obtain pricing, fracking, and scheduling
information.

Draft invoices for both import and export services and send to ¢
Compile tracking and service reports for management.

Respond to and quickly resolve customer service issues.

Maintain schedule and dispatch work orders.

Air Import Agent
Cornerstone Transport Systems — New Cityland, CA

Checked shipment statuses and provided information to clients.
Reviewed and scanned account documentation.

Prepared and processed delivery orders and receipts.

Answered account questions and verified information including biling,
government regulations, and security requirements for specific
shipments.

Distributed documentation to clients via email, mail, and fax.
Updated tracking software with latest location information.
Improved efficiency by streamlining paperwork processing,
coordinating effectively with customers and staff, and distributing all
documents in a timely manner.

Air Export Agent
UHEx Shipping Company — New Cityland, CA

Communicated with domestic and international customers to provide
information.

Advised accounts and customers of tracking and shipping information.
Created invoices and distributed to customers.

Researched issues and resolved quickly to maintain customer
satisfaction.

Adhered to governmental regulations at all times and client requests
whenever possible.

Inspected and verified all documentation for accuracy and problems.

Inventory Management Specialist (EX)

Veterans Affairs, Veterans Health Admmmtratlon -
3,914 revi

Flight Operations Specialist
Amazon.com - 23,536 reviews -

Office Administrat
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L et’s discuss...

« The importance of different types of knowledge in
producing effective explanations

- How that knowledge can be acquired

- User interface concepts for turning explanations into
actionable tools



