Oliver Harris
a: Derby
t: 07700 900921
e: oliver.harris@example.com
Profile
· Import export coordinator with eight years in shipping, supporting UK manufacturing and international customer orders.
· Experienced in sea-freight imports, European road exports and urgent courier shipments.
· Prepare shipping documents, coordinate customs-agent instructions and resolve delivery queries with suppliers and customers.
· Use SAP, Excel and carrier portals to maintain shipment records and support reliable dispatch planning.
Work history
April 2022 – present
Import Export Coordinator
Derwent Components, Derby
Coordinate around 65 monthly shipments of industrial components, working with purchasing, production and warehouse colleagues.
· Arrange sea-freight imports from Asian suppliers and road exports to European customers through appointed forwarders.
· Prepare commercial invoices, packing lists and agent instructions, checking order details and agreed delivery terms.
· Resolve documentation queries with customs agents and retain declaration copies alongside shipment records.
· Maintain a shared exception tracker, giving production and sales teams clear updates on delayed orders.
· Introduced a pre-dispatch checklist; document packs returned for correction fell from 11 to four across consecutive quarters.
· Consolidated compatible courier orders with warehouse colleagues, saving £2,400 in freight charges over six months.
September 2018 – March 2022
Shipping Administrator
Derwent Components, Derby
Supported the shipping team with bookings, export paperwork and delivery records.
· Booked collections and confirmed packing information with the warehouse.
· Updated SAP dispatch records and maintained proof-of-delivery files.
· Tracked outstanding shipments and followed up missed delivery dates.
· Checked carrier invoices against bookings and referred discrepancies.
· Helped introduce a standard document folder for each export order.
· Trained two colleagues in booking and document-filing routines.
July 2015 – August 2018
Sales Administrator
Midland Industrial Supplies, Derby
Provided order-processing support for a regional industrial supplies distributor.
· Entered customer orders and confirmed stock availability.
· Liaised with the warehouse on dispatch dates and shortages.
· Answered customer enquiries about orders and deliveries.
· Processed returns and gathered information for credit notes.
· Maintained customer account and delivery-address records.
· Prepared weekly outstanding-order reports for the sales team.
Qualifications & training
BTEC Level 3 Extended Diploma in Business — Derby College, 2015.
Seven GCSEs, including English and Mathematics — Derby, 2013.
Employer training: export documentation and Incoterms 2020, 2025; SAP shipping processes, 2022.
Interests
Cycling, cooking and watching live music.
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