
 

Paramount Transportation Systems – Washington, DC is looking for an Operations Manager to join its team. 
 

This management position requires extensive global interaction with vendors, clients, transferees and other 
members of Paramount management. Position will work closely with the Paramount Transportation Systems 
office in Germany in support of their sales efforts in the Washington, DC market.  Position will also direct the 
activities of direct and indirect office personnel and suppliers.  

Job Duties 

 Provide customer service to transferees 

 Ensure customer satisfaction 

 Monitor office personnel and assist as needed 

 Maintain workflow and coverage of all absent personnel in the office 

 Provide training, professional development, and consistent direction and policy to staff  

 Conduct regular meetings with office personnel, sharing news, information, or team building exercises 

 Cold call, direct email, and perform other lead generation activities. 

 Identify and contract agent packing crews. 

 Monitor packing crew quality 

 Perform quality checks during packing and unpacking jobs 

 Prepare documentation for the import and export for international shipments 

 Assist Operations staff with the arrangement of transportation from and to ports, and with the booking of 
sea freight containers. 

 Knowledge of policies and contracts of all clients serviced by the business unit 

 Responsible for all revenue and expense accrual in the business unit, ensuring an accurate and timely 
procedure is maintained 

 Interfacing with clients, service providers, customer service reps, and others to ensure top quality service 
is provided to all in the move process 

 Be flexible to the needs of internal and external employees, transferees, vendors, and clients 

 Responsible for all client reporting needs and ensuring that all contract requirements are fulfilled 

 Ensure that all processes are completed properly and in accordance with SOPs 

 Mediate any differences between inter-company offices, vendors, clients, and transferees in a proper and 
professional manner 

 Travel to key locations for sales presentations and  to arrange for Origin and/or Destination Services 

 Interface with Sales and Senior Management to ensure proper business growth is maintained 

 Be actively involved with Sales and Senior Management on sales calls and client meetings 

 Audit all suppliers’ billings to ensure that the office is operated in an efficient and cost savings manner 

 Work as a key member of proposal teams, supporting the sales team and executive management.  



 

 
Additional Requirements 

 Provide leadership skills to promote the goals and objectives of Paramount Transportation Systems 

 Promote a welcome, healthy office culture through a positive, can-do attitude and professional 
communication to internal and external customers, co-workers and vendors 

 Ensure that oral and written communication is clear, concise and timely 

 Understand and support the company’s policies and procedures. 

 Offer constructive criticism and suggestions for improvement  

 Understand and effectively utilize the various electronic tools including Odyssey and email. 

 Display organizational skills necessary to allow for easy access of information by co-workers 
 

Qualifications 

 Bachelor’s degree, or in lieu of, 5-10 years of experience in the IHHG industry 

 5-10 years’ experience in customer service with an emphasis on international forwarding 

 5-10 years’ experience with international rating, routing, and client interaction 

 5-10 years’ experience working with international regulations and companies in and outside the U.S.A. 

 Excellent communication skills: written & verbal 

 Advanced knowledge of Excel and Word 

 Leadership and team building skills 

 Capacity to work independently or as a team 

 Basic accounting knowledge for receivables, payables, credits, and debits 

 Advance problem solving skills 

 Understand and utilize time management skills 

 Basic understanding of state, local, and federal labor laws 

 Must be able to travel; must be able to drive a car 
 

Benefits include: 

 Employee medical is company paid  

 401(k) retirement program  

 Paid vacation, sick time, and holidays  

 Salary is negotiable based on experience  

 Casual dress  
 
If you are interested in joining our 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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