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Job Description

Title
Assistant Logistics Coordinator
Reports to
VP of Operations


Summary
The Assistant Logistics Coordinator supports domestic and international logistics operations by coordinating shipments, preparing documentation, liaising with carriers and customs brokers, and ensuring equipment and materials are delivered efficiently and compliantly. This role works closely with Project Managers, procurement, accounting, and operational teams to support project execution and vessel operations.
The ideal candidate would have 1-5 years experience.

Skills and Competencies
· Strong organizational and multitasking skills
· Attention to detail and documentation accuracy
· Strong communication and coordination abilities
· Ability to work in a fast-paced project environment
· Proficiency in Microsoft Office (Excel, Outlook, Word)
· Knowledge of shipping documentation and HS Codes (preferred)

Job Responsibilities
· Logistics & Project Coordination
· Work with Project Managers during project planning to understand logistics and shipping requirements
· Coordinate logistics requirements across multiple departments

· Shipping & Transportation Coordination
· Obtain quotations from agents, and transport providers and arrange domestic and international shipments via courier, trucking, and ocean freight
· Track and trace all shipments and troubleshoot delays or issues
· Coordinate imports arranged by vendors and ensure documentation accuracy

· Documentation & Compliance
· Prepare shipping documentation including:
· Bills of Lading (truck and ocean) and commercial invoices
· Packing Lists
· Courier shipping labels (FedEx, DHL, etc.)
· Ensure proper HS Codes are applied to all international shipments
· Complete Canadian Export Reporting System (CERS) declarations where required
· Perform cargo security checks for commercial air freight shipments
· Coordinate hazardous goods documentation and packaging with external providers

· Courier & Small Package Shipping
· Domestic and International (in compliance with customs regulations)

· Import & Export Coordination
· Coordinate import shipments and review documentation for accuracy
· Forward pre-alert documentation to customs brokers
· Coordinate temporary imports and exports

· Bonded Warehouse & Controlled Goods Management
· Assist in the management and administration of the Company’s bonded warehouse/facility in accordance with applicable customs regulations and compliance requirements
· Maintain accurate inventory records for all bonded goods, including temporary imports, exports, and in-transit equipment
· Ensure all bonded cargo is properly identified, segregated, and stored in designated bonded areas
· Coordinate with customs brokers and regulatory authorities regarding bonded cargo movements and compliance requirements
· Track and document all bonded inventory movements, including:
· Receipts into bond
· Transfers within facility
· Temporary removals
· Exports from and returns to bond
· Maintain audit-ready documentation for all bonded shipments and inventory movements

· Equipment & Shipment Tracking
· Keep program and data update to date on company owned equipment

· Packing & Warehouse Support
· Ensure all shipments are properly packed and labeled
· Assist with palletizing and securing equipment for transport

Requirements
The following points are considered assets to the applicant:
· Experience in logistics, shipping, or supply chain coordination
· Experience with international shipping and customs documentation
· Experience working with freight forwarders and customs brokers
· Experience with inventorying and tracking of equipment

Work Conditions
· The position is based out of the Halifax office and is based on a 40hr work week 
· Overtime as required.

How to Apply
Please email resume to: gstoner@ittelecom.com
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