
Robert Smith 
Assistant Shipping and Receiving Coordinator

PERSONAL STATEMENT

A dynamic Assistant Shipping and Receiving Coordinator possess excellent 
interpersonal, communication and negotiation skills and the ability to 
develop and maintain mutually beneficial internal and external 
relationships. Enjoys being part of, as well as managing, motivating and 
training, a successful and productive team, and thrives in highly 
pressurized and challenging working environments.

WORK EXPERIENCE

Assistant Shipping and Receiving Coordinator
ABC Corporation -   January 2000 – January 2005 

Responsibilities:

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

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

 Confer or correspond with establishment representatives to rectify 
problems, such as damages, shipments, or nonconformance to 
specifications.

 Requisition and store shipping materials and supplies to maintain an 
inventory of stock.

 Negotiate and arrange transport of goods with shipping or freight 
companies.

 Advise clients on transportation and payment methods.
 Verify customer and order information for correctness, checking it 

against previously obtained information as necessary.

Shipping And Receiving Coordinator
ABC Corporation -   1998 – 2000 

Responsibilities:

 for Northrop Grumman Corp Shipped completed hardware to 
Corporations such as Rockwell Collins, Boeing, and General Dynamics.

 Inspected classified documents and materials to ensure the proper 
steps are followed.

 Proficiently processed rushed orders to ensure the shipment met 
Government shipping deadline.

 Assisted in conducting stockroom inventory.
 Conducted receiving for materials needed for production.
 Worked with material planners to process all completed shipments in 

SAP.
 Acquired Secret Clearance to perform other duties.

Education

High School Diploma - 1995 (OLAHIE NORTH HIGH SCHOOL - Olathe, 
KS)
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CONTACT DETAILS

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

SKILLS

Project Completion, 
Goods Transportation, 
Documentation, 
Workplace Safety, 
Sanitization, Multitasking

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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