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Title: 


Logistics Coordinator
Department: 
Shipping
Key Areas: 
Shipping, Receiving Mail room services and Inventory
Direct Report: 

Team Lead - Administration, Transports and Logistics
Term of Employment: 
Full Time

Employee Category: 
Non-Exempt

About DKMS:

Get inspired by doing something that really matters and join our team of dedicated, caring people at DKMS. Every day, we help save lives by adding more potential donors to the bone marrow registry and connecting patients in need of a transplant with matching donors who can make it happen. Globally, we've registered more than 11 million potential donors, and over 100,000 of these have gone on to donate to patients. You’ll be part of a growing international nonprofit where creativity, initiative, compassion, collaboration, and strategic thinking are rewarded as we work together to expand our reach, recruit more donors, and help save more lives.
Position Summary:
The Logistics Coordinator position consists of daily communication with our internal departments on fulfilling their shipping requests. 
Responsibilities: 


· The fulfillment of Donor Management medical shipping requests 
· The fulfillment of Donor Recruitment shipping requests

· Working with internal CRM to record actions, such as tracking information

· The intake and processing of department materials/mail
· Inventory management of department supplies
· Completing quality control procedures of in-house medical supplies
· Data entry

· Ad hoc projects
· Vendor liaison from time to time
Requirements/Qualifications: 

· High School Diploma or higher 

· One- or two-year work experience in mail room setting or shipping fields
Key Knowledge, Skills, and Abilities:

· Excellent interpersonal skills and the ability to work in a team environment 

· Must be detailed oriented and highly organized 

· Problem solver

· Familiar with international shipping regulations 

· Must be able to maintain accurate records and able to multitask efficiently 

· Ability to communicate effectively, written and verbally 

· Very proactive work ethic and the ability to diligently meet targets 

· Proficiency in Windows and/or Mac OS, Word, Outlook, Excel, and internet searches required 

· Ability to recognize supply shipments; read and understand protocols and SOPs, and make an assessment supply status and allocation. 

· Ability to lift up to 50 lbs.as some lifting and manual labor required 
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