Address


Oct.27.2010

First and Last name 
Title: Mr.
Dear Messrs: 
I am interested in the International Export Coordinator position advertised at Your web-site as my skills are an ideal match for this position. 

	Your Requirements: 
· Written and verbal daily contact with suppliers, receivers and service providers Coordinating the shipments with our customers and suppliers 

· Issuing and taking releases to and from international warehouses 

· Preparation and handling of all shipping documents 

· Invoicing while observing and maintaining payments terms (Holding Certificates, CAD, Letters of Credit, Bank collections, Open Account etc) 

· Checking and arranging payments Insuring cargoes while observing incoterms 

· Taking LME pricing orders and declaring quotational periods 

· Handling claims by mediating and coordination with all parties involved 
· Arranging for inspection, sampling, assaying and umpires of the various products 

· Organization and coordination of shipments by vessel, truck, rail, multimodal through direct contact with shipping lines, warehouses, brokers, owners, brokers, etc 

· Checking and calculating demurrage/despatch 

· Being in regular contact with brokers, shipping agents, stevedores 

· Maintenance of Credit lines, Shipping lists, Debtor Reports and Exposure Sheets
	My qualifications:
· Previous cooperation with more than 50 suppliers, 5 forwarding companies, customs brokers. Keeping the customer informed about the shipment, changes, new conditions
· Consolidation of cargoes at international warehouses
· Preparation of import/ export shipping documents according to existing regulations

· Controlling 2 ways’ payment: to suppliers, from the customers
· Making sure the cargoes are covered by insurance before their transportation if it’s not implied by a certain term from Incoterms 2000
· Forming prices for the final customer basing on LME rates
· Ability for careful claims handling, taking into account supplier’s, customer’s or forwarder’s responsibilities regulated by their contract
· Getting/ sending all the important materials from/ to suppliers/ customers
· Consolidation and transportation of cargoes through different modes of shipment with further customs clearance
· Calculating the final price at which the goods will be sold taking into account: demurrage, delivery costs, customs fees, margin
· Everyday contacting suppliers, forwarders, customs brokers to know on what stage the shipment is 
· Book keeping of all existing and coming expenses to plan company’s budget


I appreciate your taking the time to review my credentials and experience. Again, thank you for your consideration. 
Sincerely, 

Name, Surname 
