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CAREER OPPORTUNITY
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The Stanley Works, an S&P 500 Company, is a worldwide supplier of tools, hardware and security solutions for the professional, industrial and consumer use. Today, 164 years after the company's founding, the Stanley name is known around the world as a reliable guarantee of quality and value. The company operates in three business segments: Consumer Products, Industrial Tools and Security Solutions.
CUSTOMER SERVICE COORDINATOR (ORDER PROCESSING)

Responsibilities:

· Liaise with customers on order requirements and follow through on fulfillment of orders to the fullest satisfaction of customers

· Enter customer orders and provide order acknowledgement to customer

· Issue Proforma Invoice for Cash In Advance and L/C payment term customer to collect payment

· Ensure on time delivery and provide prompt shipping advice to customer

· Co-ordinate between warehouse operation and forwarders to ensure on time shipments

· Preparing shipping documents for customers

· Liaise with Purchasing Supervisor for drop shipment

· Handle all claims issues on shipping errors &/or quality issues and keep proper records

· Other duties as may be assigned

Requirements:-

· Possess ‘A’ level/Diploma; SIPMM qualifications would be an added advantage

· Preferably with at least 2 years’ related experience

· Able to work in a fast-paced environment.

· Willing to learn & take on other tasks upon request

· Possess good communication and customer relation skills, pleasant personality & a team player

· Fluent in English & Mandarin

· Must be proficient in MS Office

· Able to start work within a short period of time
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Interested candidates, please send in your detailed resume with salary expectation to: � 


Email         :  sg_recruit@stanleyworks.com or   


Write in to:  Human Resource Director 


 STANLEY WORKS ASIA PACIFIC PTE LTD 


                   25 Senoko South Road �                Woodlands East Industrial Estate �              Singapore 758081

















