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JOB 
TITLE :
 
 Sales and 

Marketing Assistant  
 
JOB TITLE:   SOURCING ADMINISTRATOR   
REPORTS TO:   SENIOR SOURCING SALES & EXPORT MANAGER 
DEPARTMENT:  SOURCING 
LOCATION:   OXNARD, CA 
  
 
We've grown to become the global leader in producing, sourcing, distributing and marketing 
fresh Hass avocados. As a vertically integrated and public company, we are focused on avocados 
and mangos. We provide customers in over 25 countries with the complete package—year-
round supply, global availability, and value-added services. 
 
Our partners are passionate and experienced growers from the most ideal growing regions in 
the world. To supply customers with the world's finest, we operate packing facilities in five 
countries and own 12 regional ripening centers worldwide. Our distribution centers and 
transportation capabilities ensure peak eating-quality from the tree to the customer. And when 
it comes to food safety, we adhere to the Good Agricultural Practices (GAP) program and Good 
Harvesting Practices (GHP). We proudly share responsibility with our growers to ensure total 
satisfaction for our customers.  
 
 
JOB SUMMARY 

Works side-by-side with Sourcing Managers, Analyst, and third-party packing houses to support 
in the achievement of our supply goals. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES 

 Update Sourcing Manager by consolidating, analyzing, and forwarding daily actions 
summaries 

 Maintain vendor database, including California and South America customer profile 
updates 

 Coordinate meetings 
 Data entry for sourcing tracking 
 Work closely with Accounting Department to maintain and process payment for all COO 
 Assist with projects and events 
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 Manage fleet for CA field department, billing, and PO approvals 
 Processing all POs for all countries of origin 
 Work closely and assist the Mango Sourcing Department 

 

MINIMUM QUALIFICATIONS & REQUIREMENTS 
 High School degree, or GED, required with 2 years of relevant experience 
 Excellent communication and interpersonal skills 
 Customer-focused 
 Strong analytical and troubleshooting skills 
 Strong computer skills and proficiency in Microsoft Office Suite: MS Excel, Word, and 

PowerPoint 
 Ability to prioritize a variety of tasks in a fast-paced environment 
 Ability to meet deadlines 
 Attention to detail is a must 
 Quick learner, good problem-solver, decision-maker, facilitator, and communicator 
 Self-directed with the ability to work independently in a fast-paced environment, and 

aggressively drive project milestones to successful completion 
 Ability to adapt and respond effectively to change, delay and/or shifting priorities and 

goals 
 Bilingual (English/Spanish) 

 

 


