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Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

To secure a challenging position where I can effectively contribute skills that offer professional 
growth. Professionalism, leadership, and a friendly environment, all of which foster an innovative, 
customer service-based approach to logistics.

SKILLS

Admnistrative Assistant, Customer Service, Excellent communication skills, Project management 
experience, Strong customer service orientation ISO compliant.

WORK EXPERIENCE

Import Agent
ABC Corporation  2009 – 2011 
 Completed coordination between all applicable parties for all air, ocean, or ground import and 

export shipments.
 Ensured service commitments are achieved and maintained in accordance with client and 

company objectives.
 Prepared documents necessary to complete customs clearance process.
 Helped ensure that the quality system is implemented and maintained within area of 

responsibility.
 Negotiated letters of credit.
 Prepared, issued, and submitted documentation to ensure proper importation/exportation of 

cargo.
 Provided clients with advice concerning terms of delivery and payment, insurance, services 

(air, ocean, or transport), or other matters affecting client needs.

Import Agent
Delta Corporation  2003 – 2007 
 Arranged customs clearance for air freight shipments coming into BWI Airport and worked 

with various governmental agencies to obtain release before.
 For presentation of documents to US Customs the following documents were needed Bills of 

Lading, Original Invoice, NAFTA Certificate or Certificate .
 Arranged deliveries upon successful release of goods.
 Customer service was the top priority in this job, as was promptly invoicing the customers, 

approving vendor bills and general clerical tasks.
 Customer Service and process documents for cargo delivery Transmitting releases on the US 

Customs intranet system Knowledge of imports and US Customs.
 Entering manifests which comes from overseas for US customs and replying mails and phone 

calls.
 Released or hold containers, preparing to ECWH for exam.

EDUCATION

General Education Studies - 2003(Illinois Central College East Peoria - East Peoria, IL)
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