
Our growing company is hiring for a logistics executive. To join our growing team,
please review the list of responsibilities and qualifications.

Responsibilities for logistics executive

Completes and tracks expense reports, invoices, and purchase requisitions
Provides communications support and alignment activities for business
leadership using multiple channels, including distribution of business unit
notifications, PowerPoint creation and formatting, and collection /
standardizing / disseminating routine and one-time requests and reports
Interacts with internal department team members, executive management,
senior management, and external vendors
Serves as primary point of contact in support of meeting/event preparation
handling catering requests, AV-setup, schedule and other requisite logistics,
takes meeting notes
Provide administrative support as needed to other members of the Valve
Network leadership team, including global manufacturing leaders when
visiting corporate offices
Collaborate with Human Resources to facilitate interview schedules for Valve
Network positions
Responsible to execute operational procurement related support services as
stated in the guidelines and policies
Proactively manage the team in the fast-paced environment
Perform any related procurement duties as requested by the Contracts
Manager, Assistant Director, Director and Vice President of Supply, Chain &
Logistics
Attend required training session as requested by Contracts Manager,
Assistant Director, Director and Vice President of Supply, Chain & Logistics

Example of Logistics Executive Job Description
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High energy, enthusiasm, tact, ability to effectively interact with senior
executives from Government and industry Pentagon staff members
10 plus years sales experience specifically selling end to end Managed
Services (Applications, BPO, and Infrastructure) in the Commercial Industry
space
In depth industry and business process knowledge in Retail, Logistics, and
Consumer Package Goods
Have sold Managed Services in matrixed environments and is knowledgeable
with Global Delivery Model
Administrative process tasks as required , expenses, document collation
Minimum “O” level education


