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Job Title: Logistics Specialist – In-house 	
[bookmark: OLE_LINK1]		
[bookmark: Check14][bookmark: Check15]Status:				|_| Part Time			|X| Full Time
Classification:	Specialist 1*
[bookmark: Check11][bookmark: Check13]FLSA Status:			|_| Salary Exempt		|X| Hourly Non Exempt
Department/Division: Session Logistics and Support 
Reports To:	Session Logistics and Support Manager  


Summary
	Purpose:	
Provide personalized experience for JMC customers, instructors, co-workers, session participants, and in-house client representatives to ensure they are supplied with all pertinent session information.  Session information could include, but is not limited to, logistics questionnaire, travel itinerary, hotel reservations, LOI requests, visa applications, pre-billing information, rosters, and instructor files. 

Function / Scope:
To finalize details for client requested sessions, assist with visa paperwork and travel arrangements for instructors, respond to customer inquiries, process registrations as needed, and provide exceptional customer service for customers, clients, staff, and contractors. 



Duties
	Typical/Essential Duties:

· Communicate with clients to collect all session logistical details post-session sale
· Document pertinent details as attained within approved department processes and communicate internally as appropriate
· Manage electronic and paper communication to ensure organized and accessible files
· Coordinate financial data between Session Logistics and Accounting Department to ensure accurate and efficient session invoicing
· Research visa requirements to communicate and assist contract instructors in obtaining visas in a timely manner  
· Coordinate instructor travel details (excluding air travel arrangements) with client and instructor
· Communicate accurately and professionally to staff, instructors, clients, session participants and potential participants/clients.   
· Maintain product knowledge
· Data entry and filing 
· Process course evaluations
  
Periodic Duties:
· Process public session enrollments and issue session documents as secondary back-up. 
· Assist department in various tasks as assigned



Education
	Required
	Preferred

	· High School Diploma or GED
	College degree or equivalent work experience






Competencies
	Required
	Preferred

	Customer Centric Focus:  
· Builds & Maintains Rapport with Customers
· Dedicated to exceeding the expectations 
· Acts w/customer 1st approach

Interpersonal Skills:  
· Uses Diplomacy & Tact
· Relates well with people 
· Builds constructive & effective relationships

Functional Computer Skills:
· Considerable knowledge of PC operations and software (MS Word, Excel, Outlook)

Communication Skills: 
· Strong written and oral communication skills
· Communicates professionally and accurately 

Problem Solving
· Looks beyond the obvious & doesn’t stop at the first answer
· Probes multiple sources for answers
· Uses logic & methods to solve difficult problems with effective solutions

Results & Detail Oriented:  
· Consistently maintains high level of productivity with high accuracy
· Consistently meets goals

Organizational Skills:  
· Arranges information & files in a useful manner
· Maintains system or process
· Can marshal resources to get tasks accomplished

Integrity & Trust:  
· Can present the unvarnished truth in an appropriate manner
· Keeps Confidences, Promises, & Commitments

Decision Making Skills: 
· Makes good decisions based on mix of analysis, wisdom, experience, & judgment


Adaptability:  
· Approaches change positively & adjusts behavior accordingly
· Adapts well to changes 
	Leadership Principles:
· Demonstrate leadership skills within a team environment
· Act as a role model
· Maintain organizational discipline
· Demonstrate responsibility, trustworthiness, action-orientation in difficult situations

Time Management
· Uses time effectively & efficiently
· Displays sense of urgency

Initiative:  
· Is Proactive
· Achieves goals beyond job requirements
· Seizes opportunities when they arise



Experience
	Required
	Preferred

	· 5+ years work experience demonstrating problem solving and detail-oriented results
· 3+ years customer service, hospitality, or sale experience
	· Experience with automated enrollment systems
· 1-3 years experience coordinating international travel 
· 1-3 years hands-on experience with international clientele
· Multiple phone line experience 



Equipment
(Note: Standard: Desktop or Laptop incl.MS Office and phone)
	Required
	Preferred

	· Desktop or Laptop
· Phone/Fax Desktop
· MS Suite
· Adobe
· Scanning Software
	· LCD projectors
· Smart Boards 





Working Conditions
	Usual
	Special

	· The work environment is a normal office setting with shared office spaces.
· Required Office Hours for this position are Monday – Friday from 8:00 a.m. to 5:00 p.m.
	· Flexibility to work outside of the typical office hours is sometime required based on the needs of the business.
· While performing the duties of this job, the employee is frequently required to sit and talk or hear. The employee is occasionally required to walk; use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. Specific vision abilities required by this job include close vision and the ability to adjust focus.
· The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 
· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 



Supervision
	Received
	Given

	Session Logistics and Support Supervisor
	None





Security Sensitive
(Note: General level, Mid level, & High level)
	Mid Level:
· Manage confidential customer & client information
· Background & Credit Check Required



Special Notes
	*May hire one classification below or above based on degree, experience, and skill set.
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Exclusive provider of PetroSkills' facilities training. www.jmcampbell.com




