	Department 
	Commercial & Operations 



	Position Title


	Sales Order ProcessoR

	Job Reference
	JDSOP/ONL/01

	Key Responsibilities
	· Process order booking, export documentation and invoicing accordingly

· Coordination of pending deliveries with Aramex for shipments and shipment collection with customers

· Process return material authorization (RMA) & customer return authorization

· Perform customer updates and follow up with logistics for ETA

· Handle filing of sales order and listing of items to be stock transferred and released

	Job Specification
	· Bachelor’s Degree

· With 1-2 years relevant experience in UAE

	Competancies / Skills
	·  Should have excellent communications and interpersonal skills

· Must be organized and has the ability to work under pressure 

· Computer Skills

· Working knowledge in ERP system.

	Expected close date : 
	22nd th April, 2008


