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Shipping and Receiving Coordinator/Manager skilled in supervision, dispatch, sales
and office management. Experience in training and scheduling drivers and testing
for driving skills. Supervised office personnel, oriented new hires, did evaluations. 
Able to accurately keep paperwork on required personnel, equipment, payroll, and
efficiency. Considered very organized, detail-oriented, reliable and hard-working 
by former employers. Experienced in inventory control, checking the shipping and 
receiving and inbound orders.

AUGUST 1997 – NOVEMBER 2007
SHIPPING AND RECEIVING COORDINATOR/MANAGER - ABC 
CORPORATION

 Examine contents and compare with records, such as manifests, invoices, or 
orders, to verify accuracy of incoming or outgoing shipments.

 Prepare documents, such as work orders, bills of lading, or shipping orders, to 
route materials.

 Record shipment data, such as weight, charges, space availability, damages, or 
discrepancies for reporting, accounting, or recordkeeping purposes.

 Determine shipping method for materials, using knowledge of shipping 
procedures, routes, and rates.

 Pack, seal, label, and affix postage to prepare materials for shipping, using work
devices such as hand tools, power tools, and postage meter.

 Contact carrier representatives to make arrangements or to issue instructions 
for shipping and delivery of materials.

 Prepare invoices, shipping documents, and contracts.

1995 – 1997
SHIPPING AND RECEIVING COORDINATOR ASSOCIATE  - ABC 
CORPORATION

 Responsibilities Input orders, and process payments.
 Answer, screen and respond to incoming calls.
 Proactive in maintaining organized shipment storage unit.
 Review daily shipment schedule, and process orders for shipment.
 Unload Freight truck, check and store merchandise.
 Process receiving orders.
 Provide general assistance to sales team, and administrative staff..
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EDUCATION

BS - 1994 (Columbus State Community College - Columbus, OH)

SKILLS

Microsoft Office, Excel, Multi-line phone system.
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