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Adminigrative Assgant

TER®

Provides key support for aVice Presdent, acts asasupport to the department and the functiond
groupsinavaiety of secretarid tasks and adminidrative support duties. This positionwill
support the VP based in Atlanta, GA.

Tasks& Accountabilities

Adminigters progras, projects and/or processes specific to the operating unit served. Types
|etters, memoranda and reports from drafts and proofreads and reviews documents for
grammetica and numerical errors. Schedul es resources suich as people, meetings, appaintments,
rooms, equipment, or other resources. Prepares high quaity presentations, reports, and other
documents using word processing, spreadshedt and presentation software packages. Answers
telephone call's, takes messages, responds to questions, and directs cdlersto appropricte

paties Mantans, updatesor crestes databases and/or databese informetion. Codes, compiles
and files correspondences, records, documents and reports according to an established

sydem Peaforms adminigtrative functions such as ordering department supplies, coordinating
equipment repair, meking staff traved arrangements. Takes and prepares nates of medtings,
conferences, and Smilar proceadings. Sortsand digtributes mail and packagesto gppropriae
paties Gregtsand assstsvigtors and arangefor escorts, as necessary. Prepares checks and
processes expensereports. Gathersand arranges meterid s and rdevant informetion for assigned
prgject or person. May operate a td ephone snitchboard with numerous extensons. May prepare
organize and meintain documents and files of acomplex or confidentia nature.

kills& Quadlifications

Must have advanced sillsin Microsoft Outlook (emeil / cdendar), Word, Excd, and PowerFoint
Technicd catification or Associate degree mey berequiredin somearess. Generdly 2-4 years
of experienceinrdated areaof responghility. Bi-lingud —English& ChineeMandarinisa
must.

Position Type: Full Time
Must receive al applications by March 31, 2007

Action Required: Please apply on line or send cover letter and resume to:
Agility Logistics— A new name for Geo-L ogistics
C/O Helen Xu Kwentus

3505 Naturally Fresh BLVD
Suite #340
Atlanta, GA 30349

Hkwentus@geo-l ogi stics.com

Cugomer Sarvice Represntative—Import Logigics

Aglity, aTop temFeght Forwarder company, isaleader inthis growth sector and hes
opportunities for mativated team players who have thefdlowing cheracteristics: high energy
levd, &ility to learn new idess quickly, outstanding work ethics, well devel oped multitasking
ills ahility to prioritize tasks, and proven cusomer sarvice skills Qur culturedtracts some of
the highest cdliber peopleintheindudtry. If you think thet youwoudwork well inthis
environment, we look forward to heering fromyou.

Furniture Initigtive. Retail Sector is dedli cated to Furniture business and is besed in Atlantas We
arelookingfar ahighly notivated persontofill thisfull time pogtionin our Oceen Inmpart
Department. Our dfficeisgronming rgpidy and we arelooking for apersonwho enjoysafad-
peced, professond, & dynamicwork environment.

Do youwart to be chd lenged ?

Areyou reedy to be part of asucoessul team?

Doyaubdieveinrests?

Weaelooking for winners!

Maor Dutiesand Responghilities:

Deliver Exceptiond Qustomer Sarvice

Maintain current customer base while deve oping new customers
Overseedl inport trangportation operations

Qosstranimport gaf ondl agpects of inport trangportation
Rablemsolving

Rrocedure and productivity stlanderds adherence

Accurateand timdly hilling

Accounting

Vendor rdaions

Tdephonge-mail contact with customers, vendars, carriers, and ather Agility offices
Maintaindl import reports

Build rgpport with vendors

Quateratesto cusomer timey

Profidency with Microsoft Office 2003 (Outl ook, Word, Excd)

o ills& Qudifications

* 12 yearsexperiencein ocean trangportation and knomMedge of shijpping documentation
ISrequired.

o Canddateswith expressad drive and diligence, with exceptiond atentionto detail will
be consdered.

* Rdidency with Microsoft Office 2003 (Outlook, Word, Excd).

» Bi-Lingud ( English and Mandarin Chinee) isanmust

»  Must have good conmunication skills, bothwritten and verbd.

Must beadetowork under pressure
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