


 

 

 
x Supervise orders and arrange stocking of raw materials and 

equipment to ensure they meet needs. 
x Communicate with suppliers, retailers, customers etc. to 

achieve profitable deals and mutual satisfaction. 
x Plan and track the shipment of final products according to 

customer requirements 
x Keep logs and records of warehouse stock, executed orders 

etc. 
x Prepare accurate reports for upper management. 
x Customer Relationship Management: Building and 

maintaining strong relationships with clients. This 
includes providing exceptional customer service, 
addressing their needs and acting as a trusted 
forwarder to offer customized logistics solutions. 

x Collaboration with Operations Team: Collaborating 
with the operations team to ensure seamless execution 
of logistics services. This includes effectively 
communicating client requirements, coordinating 
logistics activities, and resolving any operational issues 
that may arise. 

x Reporting and Documentation: Maintaining accurate 
records of sales activities, client interactions, and sales 
performance. Regularly reporting on key metrics such 
as sales volume, conversion rates and customer 
satisfaction to the reporting manager. 

x Continuous Development and Learning: Keeping up to 
date with industry trends, emerging technologies, and 
logistics practices. 
 

Organization  : SA TEXTILE RELIANCE AGENCY 

Designation : Jr Executive  

Location : Mumbai, India   

Period : Dec 2021 – May 2022 

Roles & Responsibilities : 

x Operating Software (Reliance , Excel) 
x Data Entry 
x Payment Tracking 
x Processing Refund 
x Emails 

 

I hereby declare that all information furnished are true and 
correct to the best of my knowledge and belief. 

 
 
 
 


