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Export Operations Assistant 

The Position 

We have an immediate opening for an Export Operations Assistant in the Giumarra Export division. We 
are seeking a self-directed, detail-oriented candidate with excellent active listening skills and strong 
analytical skills to recognize various problems while finding fast, effective solutions. This position offers 
strong growth opportunities for a highly-motivated candidate interested in export sales within a growing 
company and industry. 

The job has a wide range of duties involving each step of the export process, including shipping, 
administrative, and accounting tasks. Duties include but are not limited to: coordinating shipment 
logistics, tracking, and communicating the shipments progress to both clients and direct manager; 
coordinating and completing customs clearance documentation for clearance on overseas deliveries; 
handling and compiling quotes from prospective shipping agents, as well as filing third party shipping 
claims when needed; computing various shipping and vendor fees; and keeping track of grower, 
customer, and vendor payments through direct communication with Giumarra’s accounting 
department, as well as other parties involved. The representative’s main objective will be to assist with 
managing the various operational needs of the division to support sales success.  

The position is located in our downtown Los Angeles office, is hourly based Mon.- Fri. 8:00am – 5:00pm 
Employee will report to the export division manager. *Based on departmental needs, changes in 
schedule may arise. Applicants must be willing to work overtime and weekends if necessary.    
 
 Responsibilities & Requirements:  

 Data Entry including shipping/receiving/maintenance of inventories, occasional sales order 

entries, as well as other entry procedures.  

 Overseeing operations and logistics for outbound shipments as needed.  

 Managing, generating, and updating all import-export documentation with excellent follow 

through.  

 Review and follow up on vendor and customer aging reports. Assist with processing and 

resolving past due invoices.  

 Must have customer service and negotiation skills to deal with the demands of overseas clients 

and shipping agents. 

 Familiarity with LINKFresh or similar ERP system on shipping/receiving procedures and/or 

internal accounting procedures strongly desired.  

 Confidence with figures and comfortable converting weights, volumes, and currencies for 

international shipments.  

 Possess high degree of initiative, proactive networking skills, and the ability to interact and 

effectively communicate with customers/ vendors, both over the phone and in person.    
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 Detail-oriented with strong organizational skills. Ability to meet deadlines and manage multiple 

tasks and projects simultaneously. 

 Must be flexible, adaptable to change, and able to work in fast-paced environment with minimal 

supervision.  

 Sensitive to cultural differences of customers, vendors, and growers of various backgrounds. 

 
How to Apply: Please send cover letter and resume to info2017@giumarra.com.  
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