
 

Logistics Coordinator 

 

For the past 19 years, Talking Tables have been creating great memories and getting people together with 
our fun products. Our founder, Clare Harris spotted a gap in the market in 1999 when she noticed that there 
were no design-led party products on offer for her millennium celebrations. From her kitchen table, Clare got 
to work designing, producing and selling her first products. Mark McCormack joined the company one year 
later. We now have offices in London, New York and Shanghai and we sell over 1000 products all over the 
world. 

Talking Tables are an innovative and design led company based in London with strong UK presence in both 
branded and own label products. We are now looking for an experienced, driven and pro-active Logistics 
Manager to join our team to lead our logistics arm as we continue to grow globally. The role is very fast paced 
and your ultimate goal is to ensure a highly efficient logistics and supply chain is in place to support our growth.  

Job Purpose 

Ensure the Talking Tables Logistics and Supply Chain are maximised for a growing, international business. 
Achieve cost-effective, on time delivery of all import and export movements worldwide; continuously re-
assessing the most efficient and cost-effective logistic solutions. Make proposals on how to ensure the 
logistics best support Talking Tables and its partners over the next five years of growth. 

Main duties: 

Import and Export  

Achieve on time delivery to required dates for all import and export movements globally. 

 Lead with the advance preparation and consolidation of LCL shipments into FCL containers to maximise 
full container rates.  

 Plan all FCL shipments. 
 Oversee the coordination with suppliers to arrange all product shipment bookings in line with goods 

ready dates. 
 Working closely with our Demand Planner, determine the best route and method to move stock to 

destinations based on demand.  
 Oversee the coordination and documentation required for our FOB business in FE and EU.  
 Arrange all necessary air freight shipment bookings. 
 Host high level overviews of FOB shipment projects to ensure efficient processes and costs are 

maintained.   
 Effectively manage all open shipments that are live and in transit to their destination. This could be an 

airfreight, truck movement or shipment, on our internal systems. (WinMan UK and USA).  
 Monitor vessels daily notifying the business of any issues to delivery or transit.  
 Work closely with the Production Manager and Demand Planner to schedule efficient shipment sailings 

in line with scheduled drop plans.  
 Manage the coordination and execution of China distribution collections. 
 GRN all stock into relevant warehouses, on receipt of delivery notes.  
 Manage the Import & Export compliance at Talking Tables ensuring all VAT, customs, commodity codes, 

DOCs for UK and US customs clearance are prepared. 
 Ensure efficient carriers and processes are in place to deliver goods to our end customers correctly and 

on time. These customers could be domestic in the UK, or in Europe or the USA.  
 Report to the Warehouse Manager on the operational efficiency of goods in to our two main 3PL sites, in 

line with our SLAs and KPIs.  



 Ensure we have the most appropriate drayage partners in place for our USA 3PL, by assessing costs and 
service levels in line with our requirements.  

 

Freight Forwarders 

Ensure Talking Tables Ltd and Talking Tables Inc are working with the most cost-effective forwarders to 
manage our shipments. 

 Meet periodically with freight forwarders and source new options for the UK and US market when 
appropriate.  

 Negotiate favourable sea freight rates and monitor the shipping rate market through multiple freight 
forwarders, to ensure that our rates are competitive. 

 Monitor spend monthly to ensure budgets remain on track.  
 Publish shipping rates monthly to the business for cost matrix accuracy. 
 

Couriers 

As a significant item on our budget sheet, ensure we are using the best courier solutions for our stock and 
sample distribution.  

 Negotiate favourable discount rates with our UPS accounts and any other major carriers. 
 Ensure we have robust understanding of systems and processes internally so that we are using our 

couriers in the most efficient way.  
 Approve all UPS invoices and publish quarterly reports on spend, tracking to budgets. 
 Keep track monthly on the budget goals and alert Senior Management team when we are going off 

budget.  
 

Key attributes to role 

 Highly organised. 
 Excellent negotiation skills.  
 Able to see the bigger picture. 
 Personable and able to work well with different types of people. 
 Full of positive energy and strong drive to succeed. 
 Very inquisitive and willing to challenge the status quo. 
 Able to work under pressure, stick to deadlines and meet KPI’s. 
 Strong ability to multi-task and to effectively prioritise. 
 Excellent communicator both written and verbal – you will be the key bridge between a variety of 

people. 
 Proactive over reactive – Looking for ways to prevent issues before they happen rather than having to 

firefight. 
 Flexible and open to working on a variety of tasks. 
 Strong team player. 

 

Required skills 

 Previous experience of logistics within an international business and delivering an improved supply chain 
during that growth period. 

 Good understanding of forwarders and global trade. 
 Experience of working with factories in China and Europe. 
 Experience of B2C and B2B business models.  
 Knowledge and experience of global export and import logistics. 
 Strong negotiation skills. 
 Must be willing to travel (UK, FE, USA). 
 Computer literate with knowledge of Microsoft Office, especially Excel & Outlook. 
 Experience in working with an ERP system. 



 

At a glance:  

 Full Time Monday - Friday 

 9:00 - 17:30 

 Reports to Head of Production and Supply Chain 

 London Office (SW4)  

 Nearest Stations: Clapham North & Stockwell, Clapham High Street Overground 

 

 

 



 

 

 

 

  


