
 

About the site 

Business Services Centre in Riga, Latvia has been 

operating since 2014 and consists of more than 140 
enthusiastic and talented team members. We are 
responsible for providing financial, IT, purchasing 
and customer service support for 21 locations in 
EMEA. We are committed to maintaining a safe, 
fulfilling work environment based on our core values 

of respect, integrity, excellence and responsibility. 

EXPORT/IMPORT SPECIALIST (2 YEARS CONTRACT) 

About the role 

The Export/Import Specialist coordinates the move of goods exported and imported to/from countries within and 
outside of EMEA region. He/she reviews /prepares the documentation and ensures compliance with customs 
regulations. He/she is a key communication link between the external customers and Cabot Corporation. The 
Export/Import Specialist is accountable for ensuring that customers receive the best support possible. 

Job Responsibilities 

 Manage Customer orders from receipt to 
delivery. Coordinate movement of the 
shipment with forwarder and keep the 

customer well informed of any changes. 
 Work to find solutions when issues occur to 

satisfy customer needs. 

 Organize, co-ordinate and execute deliveries 
with Freight forwarders. Coordinate the 
customs formalities, import/export 
formalities, and transportation activities. 

 Review and prepare the export documents 
such as commercial invoices, packing lists, 
booking instructions, export declarations, bill 
of lading, export/import certificates, etc.  

 Manage and follow up interregional 
replenishment orders from entry to delivery, 

based on supply plan delivered by the 
planning group. 

 

Job Requirements 

 Customer orientated mindset, previous 
experience working with customers. 

 Stress resistance. Adapting with flexibility to a 
fast moving environment. 

 Able to deal with multiple tasks 
simultaneously. 

 Fluent in English, knowledge of German or 
French will be an advantage. 

 Will be considered an advantage: Practical 
knowledge of international trade, ocean and 

air freight shipping documentation, custom 
regulations and procedures. 

 1-2 years of experience related to 
international transportation or customer 
service. 

 

Find out more at cabotcorp.com/careers 

Contact 

 
Latvia.recruit@cabotcorp.com 

 
+371 67050935 

 
 

 
 


