
 

Logistics Assistant Project Manager 
Location: Shakopee 

Employment Type: Full-Time 

Functional Area: Logistics 

Reports to: Director of Logistics Operations 

Job Description 

The Logistics Assistant Project Manager (APM) will serve as the main point of contact and is 

responsible for the customer’s welfare within our company. The APM will interact with customers to 

provide and process information in response to inquiries, concerns and requests about products and 

services. This role includes fostering, maintaining existing business and managing accounts from start 

to finish. This position is predominately customer service and assisting in managing projects and is 

separate from the sales department. 

The APM is responsible for coordination, execution and completion of all tasks and programs for their 

customer. The APM will ensure all involved parties remain on task and on schedule for daily 

transactions and projects as they arise. 

The APM is responsible for coordinating meetings with customers and keeping all parties updated on 

issues, progress and opportunities for improvement with the overall account. The APM is also 

responsible for updating customers, providing internal and external reports and status updates as 

needed. 

Responsibilities Include: 

 Assist in defining the program, scope and deliverables 

 Assist in the development and implement full scale program processes 

 Define daily tasks and resource requirements  

 Client relationship management on a day-to-day basis 

 Assemble and coordinate requisite staff to support client initiatives 

 Manage program and project budgets 

 Deal directly with customers either by telephone, electronically or face to face  

 Respond promptly to customer inquiries 

 Handle and resolve customer complaints 

 Record details of inquiries, comments and complaints as well as actions taken 

 Follow up on customer interactions 

 Track account deliverables and KPIs 

 Direct requests and unresolved issues to the Logistics Program Management Team 

 Constantly monitor and report on progress of the account to all stakeholders 

 Implement and manage changes to scope of work 

 Create and  present reports defining project progress, problems, and solutions 

 Create or approve all program-related billings to customers 

 Investigate all program expenses 



 

 Other duties as assigned  

You Will Be Successful If You: 

 Thrive in a fast-paced, dynamic, high growth business environment 
 Demonstrate an ability to build constructive and effective relationships with the teams of cross-

functional divisions. 
 Works well in a team environment. 
 Are passionate about a "customer first" culture 
 Strive to make everyone on your team successful 
 Have a passion for continuous improvement 
 Communicate and collaborate with teammates to inspire cooperation and innovation 
 Are capable of managing large amounts of data in finite detail with an ability to summarize key 

takeaways 
 Are positive, enthusiastic, and crave being a part of a winning team 

This role will report directly to the Director of Logistics Operations on a day-to-day basis, but duties 
could span cross-functionally and certain projects will support other functional leaders. 

Qualifications: 

The candidate has prior experience across the Operations, Logistics, Fulfillment and/or Supply Chain 
disciplines: 

 2+ years of prior experience in Customer Service, Process, Project Management, Logistics, 
Supply Chain and/or Operations 

 Associates degree or equivalent transportation/logistics industry experience. 
 A familiarity TMS and WMS systems. 
 Knowledge of warehousing and inventory management. 
 Experience in planning and coordination of transportation moves. 
 Direct experience working with Retail chains is desired 
 Proficient in MS Office (Word, Excel, and PPT) 
 Experience negotiating and maintaining budgets. 
 Knowledge of customer service principles and practices. 

Full Time Benefits: 

 Competitive salary 
 Profit sharing in the form of annual bonus 
 Health, Dental, Voluntary Life, STD, and LTD 
 Generous vacation policy 

About Us: 

www.ligp.com 


