Nina Petrova
Logistics Coordinator
Nizhny Novgorod, Russia · nina.petrova@example.com · +7 (000) 000-00-00
Professional summary
Logistics coordinator since February 2022, following work as a logistics assistant from August 2017 to January 2022 in order and shipment operations. Maintains shipping schedules, checks order information and follows exceptions with warehouse and carrier contacts. Uses Excel and CRM records to keep responsibilities and next actions visible.
Experience
Logistics Coordinator — Oka Distribution, Nizhny Novgorod
February 2022–present
Responsibilities
Check order details before handing shipment requests to the warehouse and carrier.
Maintain the shipment schedule and record confirmed changes.
Follow delayed or incomplete orders with the responsible team and update customer-service colleagues.
Prepare the agreed shipment information for the relevant documentation specialist.
Achievements
Consolidated shipment exceptions into one register with a responsible person and next-action date.
Wrote 14 short operating notes for recurring order and delivery situations.
Helped four new colleagues learn the order handover process.
Logistics Assistant — River Office Products, Nizhny Novgorod
August 2017–January 2022
Responsibilities
Record order changes and check that required details are complete.
Contact warehouse colleagues for confirmed shipment status.
Prepare daily lists of orders requiring follow-up.
Achievements
Created a checklist for checking recipient and item details before shipment requests.
Maintained the team’s reference folder for six regular carrier routes.
Education
Bachelor’s degree in Business Administration — Volga Business Institute
September 2013–June 2017
Skills
Order coordination; shipment schedules; exception records; warehouse and carrier communication; Excel filters and pivot tables; CRM data quality; operational handover notes.
Languages and availability
Russian — native. English — B2, self-assessed. French — beginner.
Currently based in Russia; no Canadian work permit. Would require the appropriate employment and immigration process. Available for remote interviews. Relocation and start date to be agreed after the required procedures.




