
 

Job Description 

POSITION:  
Shipping Coordinator 

ROLE: 
Reports directly to the Group Operations Manager. The Shipping Coordinator is responsible for 
processing import and export shipments while coordinating with the internal customer service group. 
Responsible for achieving high accuracy through to ensure high productivity and operational 
excellence. 
 
RESPONSIBILITY: 

1. Contributing in achieving shipping department KPIs. 
2. Providing weekly, monthly and quarterly shipping reports for Operations Group Manager. 
3. To perform other duties assigned by the management from time to time. 

Export 
1. Work with shippers and transloaders to execute bookings, and ensure vendors/suppliers/service 

providers are paid timely. 
2. Executes required export documentation for multiple accounts in various stages of completion in a 

highly time sensitive environment. 
3. Timely management of multiple lines of communication between suppliers, shippers, customers 

and internal parties, maintaining details, and relaying pertinent information to appropriate parties. 
4. Obtain documentation needed for exporting a cargo from a customer, such as VGM, SI, DG 

Declaration, Packing Certificate, etc. 
5. Processes documentations to carrier and feeder carriers for export of cargo. 
6. Provide documentations to feeder, carrier, customer, authorities (whichever needed) for export of 

cargo. 
7. Assures compliance with customs, export, applicable foreign trade/importation laws, as well as 

applicable federal transport regulations. 
8. Initiate timely invoicing by doing profit and loss calculations and work closely with the accounting 

department to ensure billing accuracy. 
9. Identifies risks and opportunities, when developing logistics plan and freight estimates for super 

loads, complex international shipments to ensure cost-effective safe, and efficient transportation 
of company’s products. 

10. Processes freight claims and customer complaints. 
11. Raise to the management for any export related issues. 
12. Review, prepare and send the invoices to clients and also to follow up on the payments. 

Import 
1. Daily management of ocean import activities. 
2. Enforce compliance to all policies, regulations and procedures. 
3. Work with employees to develop contingency plans or facilitate an expedited shipment in the event 

of shipment disruptions. 
4. Enforce procedures that minimize compliance violations for government agencies. 
5. Resolve billing discrepancies and discrepancies against client SOPs. 
6. Follow up and ensure payments against invoices are made on time. 
7. Follow up on uncollected delivery orders. 



 

 

 
 
8. Liaising with CMA CGM’s team on any import related matter and not limiting to the invoices. 
9. Creating and providing rate quotes to customers. 
10. Manage performance of the import process with emphasis on productivity, efficiency and service 

delivery. 
11. Establish and maintain positive relationships with both internal and external customers and 

vendors. 
12. Effectively communicate with carriers, truckers, vendors, government agencies and customers. 

13. Help bring creative solutions and routing options to management and the customer enter/ maintain 
import shipment information in the company operating system. 

14. Escalate uncommon, complex issues to the next level manager for resolution when necessary. 
15. Tracking and tracing shipments with carriers. 
16. Updating system with tracking information on containers discharged to MUA (Muara Port). 

17. Review, prepare and send the invoices to clients and also to follow up on the payments. 

QUALIFICATION & EDUCATION REQUIREMENT: 
1. Minimum O-level 
2. Knowledge of standard regulations that go along with various domestic and international 

protocols is an advantage 

PREFERRED SKILLS: 

1. Basic computer skills and knowledge of Microsoft Outlook, Excel, Word and PowerPoint. 
2. At least 2 years in Shipping Industry International experience. 
3. Ability to work in fast-paced environment. 
4. Well organized. 
5. Be able to communicate with overseas offices. 
6. Have a great understanding of how logistics work and willingness to learn. 
7. Good negotiation and communication skills. 
8. Team-player. 


