
Robert Smith 
Import Export Coordinator

PERSONAL STATEMENT

Highly qualified Import Export Coordinator with experience in the industry. 
Enjoy creative problem solving and getting exposure on multiple projects, 
and I would excel in the collaborative environment on which your company 
prides itself.

WORK EXPERIENCE

Import Export Coordinator
ABC Corporation -   April 2003 – September 2006 

Responsibilities:

 Developed and maintained a clear understanding of the distribution 
process in order to effectively oversee the processing of specific 
international protocol orders.

 Maintained a professional, enterprise-level of communication with 
clients.

 Responsible for Communicating with the client on the progress of the 
launch.

 Maintained and documented detailed notes on launch status, progress, 
risks and internal/external accountabilities.

 Updated customer data exports to meet Covas import format
 Built inventory sheets to be implemented.
 Managed assigned client projects and keeping them on track including 

setting due dates, timelines, milestones and dependencies.

Import Export Coordinator
Delta Corporation -   2002 – 2003 

Responsibilities:

 3 years 6 months) Responsible for the execution and coordination of all 
export documentation shipments for a vast client base of major 
pharmaceutical companies.

 Verifying and collecting customs import clearance documentation and 
FDA Releases for international shipments entering the facility.

 Work with International freight forwarders to coordinate shipments.
 Develop and train interdepartmental employees to understand the role 

of import/export and US EAR as it relates to their roles and other parties
involved.

 Coordinate with project managers, upper level management and 
international clients on all international protocols for clinical studies 
Coordinate shipments and country import requirements with CROs and 
client country import managers.

 Maintain and follow client specific country import/export requirements.
 Responsible for assigning proper export classifications for all products 

using the US Harmonized Tariff and Schedule B codes Determine if all 
products need export license based on the ECCN# Responsible for 
export documentation accuracy Remain current on all export 
regulations and provide suggestions for change to internal documents 
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CONTACT DETAILS

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

SKILLS

.

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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accordingly Assist with both the development of new SOPs and 
maintenance of current SOPs as needed with Distribution Management 
Assist clients with the coordination of all international investigator site 
shipments and how it relates to IVR order submission, distribution and 
country import license process.

Education

Bachelor of Arts in Marketing - 1992(Richard Stockton College of 
New Jersey)
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