
Robert Smith 
Air Import Agent

PERSONAL STATEMENT

Over 9 years Air Import Agent process including customs, From set up with 
origin to delivery at destination, Purchasing continuous bonds and freight 
insurance, Entry writing and assisting LCB with HTS classification. 
Completing quota entry and other SPI on commodity and country specific 
freight.

WORK EXPERIENCE

Air Import Agent
ABC Corporation -   June 2014 – December 2015 

Responsibilities:

 Corrected invoices/re-bill origin for missing charges.
 Billed invoices based on incoterms Send pre-alerts for incoming cargo.
 Followed up with freight carriers to ensure product is delivered on time 

and intact.
 Followed up with vendors to ensure they have the correct 

documentation for importation.
 Worked with shipping agents to ensure importation can be completed in

a timely manner.
 Maintained a high level of customer service during the import process.
 Communicated with customers about importation status.

Air Import Agent
Delta Corporation -   2010 – 2014 

Responsibilities:

 Customer Service, data entry, filing, working with international 
shipments, customs clearance, customs brokers.

 Customer Service for over 12 years Computer knowledge MS Word, 
Excel, Outlook.

 Took instructions from management and followed-through 
independently + Accountable for coordination of domestic delivery of 
international airfreight .

 Creating files from pre alerts from overseas, posting terminals, breaking
down documents, filling 7512 for border shipments, collecting outside .

 Following up on Milestones and tracking KPIs for the department.
 Training new staff and other office duties where applicable.
 Provide shipment status notification to shippers and consignees Clear 

goods through US Customs, arranging for applicable duties and taxes 
Obtain.

Education

GED
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Licensed Pharmacy 
Technican, Inventory 
Managment, Order 
Processing, Compliance 
Checks,.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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