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JOB 

TITLE :

 

 Sales and 

Marketing Assistant  

 

JOB TITLE:   TRANSPORTATION ADMINISTRATOR  

REPORTS TO :   SR. TRANSPORTATION SUPERVISOR   

DEPARTMENT :  TRANSPORTATION 

LOCATION :    OXNARD, CA 

  

 

Mission Produce is the largest global supplier of the world’s finest avocados. For over 35 years 

we have invested in people, state-of-the-art technology and avocado-specific infrastructure to 

expertly serve our customers, growers and partners. Throughout our history we have remained 

rooted in honesty, respect and loyalty. 

 

Mission Produce owns and operates state-of-the-art avocado packing facilities in multiple 

global locations including California, Mexico and Peru. In addition, our global distribution 

network includes 11 forward distribution centers in North America, China and Europe. Over the 

past 35 years, Mission has become recognized as the leader in the worldwide avocado business.  

 

 

JOB SUMMARY 

Transportation Administrator will be responsible for planning and coordinating our daily 

shipments, dispatching and tracking orders and ultimately ensuring that Mission Produce is 

providing the most cost-effective and efficient service to our customers.  

 

ESSENTIAL DUTIES & RESPONSIBILITIES  

▪ Coordinating and scheduling both inbound and out bound loads with carriers 
and customers 

▪ Booking both loads, both FTL and LTL, with contracted carriers based on 
customer needs 

▪ Developing and maintain strong transportation related relationships 
▪ Negotiating rates on a per load basis when necessary  
▪ Tracking orders using functional system (i.e. Navisphere, Locus Traxx) 
▪ Communicating with warehouse, Sales, Inventory and other parties regarding 

product availability, delays, issues and solutions 
▪ Ensuring loads are picking up as scheduled and adjust accordingly when 

necessary 



2 
 

▪ Building loads to ensure optimal usage of space while obtaining the best 
freight rates 

▪ Confirming and review freight rates on a regular basis 
▪ Quoting freight expense to the Sales Department on a regular basis  
▪ Preparing and generate reports (i.e., carrier cost analysis, freight expense, 

etc.) 
▪ Performing other duties as assigned 
 
 

MINIMUM QUALIFICATIONS & REQUIREMENTS  

▪ Minimum 3 years of industry experience 

▪ Skilled in computer skills including but not limited to Excel, Microsoft Word and Outlook 

▪ Ability to remain calm in fast-paced/high-pressure environment  

▪ Capable of working in collaboration with multiple departments  

▪ Critical thinking and sense of urgency 

▪ Strong written, verbal and telephone communication skills 

▪ Must be extremely detail-oriented 

▪ Able to raise and effectively deal with challenges at all levels of management 

▪ Ability to suggest procedures to improve processes 

▪ Must be able to work independently and remain self-motivated with minimal direct 

supervision 

▪ Excellent ability to analyze data timely, efficiently, effectively and multi-task projects and 

assignments simultaneously 

▪ Excellent geographical knowledge of North America 

▪ Ability to deal with changing objectives, deadlines and priorities beyond one’s control 

▪ Bilingual (Spanish) required 

 


