Logistic administrator is responsible for the routine operations of the Logistics department. They support the logistic departments’ day to day functions such as dealing with correspondence, administrative support, taking phone calls and providing information as much as possible. They act as a mediator between the company and customers on all business related issues. They are also responsible for maintaining accurate records related to the logistics department.

Logistic Administrators are supposed to have an eye for detailed procedures, strong communication skills, and good working relationship with colleagues, negotiation skills and should be proficient in using computers.

Logistic Administrator CV Template

Don Russel 
Strand, London WC3R 5LS, 
Phone 44 (0)50 7612 3467

Email: Robby@tmail.com

Objectives 
Having 5yrs + experience in supply chain management system looking for a challenging position where  my people management skills, technology skills, planning and execution skills can contribute towards improving the existing system of an organization.  

Professional experience
2007 – 2010 Logistics Administrator Ready 2 Go Inc 
Responsibilities
· Assisting in the routine operations of the logistics department.

· Liazoning between the company and the customers on all issues.

· Co-coordinating the supply of goods, including requisitioning, receiving, storing, issuing and processing payment for goods in accordance with the company policy.

· Filling and maintenance of all order sheets.

· Maintaining supplier database, relationship with suppliers and developing new supplier links.

· Following up on the payment of invoice with the finance department.

2006- 2007 Executive, Supply Chain Medi com Inc
Responsibilities 
· Delivery to central warehouse planning.

· Production planning for pharma business.

· Stock control through production planning and purchase planning.

· Maintaining inventory at optimal levels.

· Ensuring billings and payment are prompt at all times.

Education
2004-2006 Bachelor in Logistics management

Hobbies and Interests
· Mountain Bike riding

· White water rafting

· · Day hiking

References
Can be provided upon request

