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PROFESSIONAL SUMMARY

Motivated Junior Import Clerk with two years of experience in

managing import logistics and documentation. Skilled in liaising with

customs and shipping personnel to ensure compliance and timely

delivery of goods. Eager to contribute to operational success through

attention to detail and proactive problem-solving.

WORK EXPERIENCE

 Mar / 2024-Ongoing



Junior Import Clerk

Quantum Solutions LLC Phoenix, AZ

1. Managed the documentation process for imports, ensuring

compliance with regulations.

2. Coordinated with customs officials and shipping companies to

facilitate timely deliveries.

3. Tracked shipments and maintained accurate records in the inventory

control system.

4. Communicated with customers to address inquiries and provide

shipment updates.

5. Prepared billing documentation for accounting and invoicing

purposes.

6. Assisted in inventory control by monitoring cargo deliveries and

pickups.

7. Identified and resolved discrepancies in shipping documentation.

 Mar / 2023-Mar / 2024



Import Clerk

Silver Lake Enterprises Seattle, WA

1. Provided exceptional customer service while managing the

distribution and delivery of cargo.

2. Utilized Microsoft Office, particularly Excel, to compile detailed

inventory reports.

3. Prepared shipping bills of lading and invoices to ensure accurate

billing.

4. Maintained close communication with the warehouse to ensure

efficient cargo handling.

EDUCATION


Mar /
2022

-
Mar /
2023



Associate of Applied Science in Business

Management

City College Portland, OR

Studied business operations with a focus on logistics and supply chain

management.

SKILLS

Inventory Management

Documentation Management

Logistics Planning

Record Keeping

Risk Assessment

INTERESTS

 Art  Volunteering

 Hiking  Yoga

STRENGTHS

 Criticality  Detail-oriented

 Diplomacy  Enthusiasm

LANGUAGES

English Spanish Polish

ACHIEVEMENTS

Streamlined the data entry process,

reducing errors by 15%.

Achieved a 98% accuracy rate in import

documentation submissions.
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