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Job Description

Job Title: Transportation Specialist I 
Department: Transportation
Reports to: Transportation Lead & VP of Freight Management
Employment Status: Full Time, Regular
FLSA Status: Non-Exempt

Position Purpose
The Transportation Specialist I is responsible for serving as the first point of contact for LTL (Less Than Truckload) clients, and LTL carriers. They will receive quote inquiries from clients and team members while providing them with multiple LTL options based on transit times and investment. They will start by tracking and tracing all LTL shipments including pickups, in-transit, and deliveries, while validating there are no oddities, re-class, or re-weighs. They will book and schedule client confirmed shipments through our TMS (Transportation Management System).  This position is a great entry point for a career in the logistics and transportation industry. 

Essential Duties and Responsibilities

· Track & Trace - Monitor all LTL (Less Than Truckload) shipments including pickups, in-transit, and deliveries, validating there are no oddities, re-class, or re-weighs.
· Client Communication - Answer a high volume of emails and inbound calls from clients regarding freight, routes, and transportation services.
· Schedule services: Accurately enter and process incoming transportation requests, including scheduling pickups and deliveries.
· Problem resolution: Research and resolve client concerns, service failures, and billing issues in a timely and professional manner. Escalate complex issues to the appropriate department for further investigation.
· Information and updates: Provide clients with timely and accurate updates on shipment status and tracking.
· Data entry: Maintain and update client information, notes, and records accurately in the company's TMS (Transportation Management System or database.
· Team collaboration: Work closely with Sales, and other departments to meet client and operational needs.
· Administrative support: Perform general administrative and clerical duties as needed, including processing paperwork, printing reports, and handling general office tasks. 

Qualifications

· Related Transportation industry experience (LTL/FTL) and/or College degree preferred.
· Experience with Transportation Management Systems (TMS) preferred.
· Must be computer literate and possess user level skills in MS Office, including Word and Excel.
· Must be proficient in MS Outlook and able to manage 500-600 emails per day.
· Responds positively to challenges and setbacks.
· Demonstrates openness to new ideas and approaches.
· Applies feedback constructively to improve performance.
· Knowledge and understanding of basic arithmetic, rates and ratios, and unit conversions. (cost per mile, cubic footage, pricing, etc)
· Ability to pivot quickly and stay composed under pressure.
· Ability to learn new tasks as needs arise and retain information.
· Demonstrates critical thinking skills.
· Ability to work independently and as a collaborative member of a team in a fast-paced deadline-oriented work environment.
· Strong attention to detail.
· Demonstrates the ability to communicate effectively in English across diverse formats, including written and verbal.

Work Environment / Physical Environment

· Position requires ability to occasionally lift 40 pounds overhead. 
· Sit and/or walk for sporadic periods of time, stand for up to 8 hours at a time while monitoring, training, and developing staff.
· Frequently grasp, handle, and perform finger operations.  
· Position requires sitting for lengthy periods of time
· Seasonal hot & cold temperatures may be experienced in an office environment. 

The job descriptions are attached and interested applicants can email amy.kastberg@ctelogistics.com. 
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