
 

Paramount Transportation Systems Inc. is one of the largest privately owned move management companies in the world. We 
are headquartered in San Diego, have offices and warehouses in key cities across the USA & Canada, plus Germany and 
Singapore. We specialize in the global relocation of household goods, personal effects, and vehicles for organizations and 
corporate employees both domestically and internationally.  We have the most experienced team of relocation professionals 
and are able to ensure our corporate customers that their relocating employees and families will make the transition quickly 
while minimizing the inherent stress involved with any move. We have relocated tens of thousands of families worldwide, and 
many Fortune 1000 corporations have made us their partner of choice for managing this critical function.  
 

We are currently looking for a full-time Coordinator/Operations Assistant to join our team at our Edison, New Jersey 
location.  
 

Duties include but are not limited to the following:  

 Coordination of delivery of household goods, requiring direct communication with accounts, clients and 
subcontractors 

 Filing, scanning and preparation of documents  

 Data entry  

 Answer all incoming calls and transfer the call to the appropriate person, take and deliver accurate and detailed 
messages 

 Meet all visitors, guests, and clients of Paramount with courtesy, enthusiasm, and professionalism, expeditiously 
gets the visitor to the appropriate department and have their service needs met 

 Other miscellaneous tasks to support the operations department.  
 

Qualifications: 

 Excellent Customer Service skills  

 Knowledge of household goods coordination preferred 

 Must have the ability to multi task in a fast paced environment  

 Ability to work well in a team environment 

 Strong attention to detail   

 Highly proficient in MS Office, Outlook, and other Window’s based programs.  

 Knowledge of office equipment including, printer, copier, and scanner  

 Must be able to pass a background check 
 

Benefits include: 

 Employee medical is company paid (voluntary dental, vision and life are also available)  

 401(k) retirement program  

 Paid vacation, sick time, holidays and your birthday off  

 Casual dress and flexible work schedule 
 

If you are interested in joining our energetic & growing team, please send your resume, cover letter and salary history with 
salary expectations to careers@pts-ca.com 
 

Paramount Transportation Systems is an Equal Opportunity Employer and Values a Diverse Workforce 
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