
Logistics Coordinator 
 
Company:  American Meadows 

Location: Shelburne, VT 

Commitment: Full-Time 

Reports to:  Director of Operations 

 
 
WHO WE ARE 
 
At American Meadows, we like to say that we ‘Do Good Through Gardening’. Our primary focus is to be great 
at providing home gardeners with the products and knowledge they need to succeed.  
 
The company’s success starts with our employees and the energy we bring to our jobs! Our people feel a 
sense of pride to work at American Meadows and although we have a loose, fun, and even quirky work 
environment, everyone knows how they fit into the bigger picture and how to collaborate towards our goals.  
 
If you would like to apply, please submit your resume to jobs@americanmeadows.com and write a quick 
summary of how your experience makes you uniquely qualified for this position.  How will you help make a 
difference in our business? Don’t go overboard – this isn’t a writing exercise, rather a chance to get a sense of 
how you would apply your experience into this role. 
 
WHO YOU ARE 
 
A successful Logistics Coordinator, reporting to the Operations Director, has a thoughtful, determined, self-
disciplined approach to achieving accurate and detailed work. This work allows for autonomy and is a fast-
paced job environment, decisions must be made quickly and firmly, within the defined scope of the 
department. This position will play a key role in managing the ongoing inventory and Warehouse needs for 
both our internal warehouse and 3rd Party Drop Ship Vendors. This employee will facilitate and actively 
participate in cross departmental communications regarding fulfillment expectations/deliverables as it relates  
to the customer experience.  
 

WHAT YOU’D DO 

Accountability Priority % of time Success Factors / Details 

Purchasing 1 15%  Monitor and reporting on in-season product levels weekly to 
determine if re-orders are necessary and help avoid buyout and 
back orders 

 Adjust inventory levels using weekly adjustment template for 3rd 
party fulfillment facilities 

 When buyout occurs, make necessary product substitutes 

 Reconcile invoices and review discrepancies with vendor and 
internal staff as necessary 

 Monitor printed orders report during our shipping season 

 Review notifications of which plants are ready to ship or 
delayed 

 Maintain and send weekly synch files with vendors. Review 
results of the synch and investigate any discrepancies  

 Work with Operations Director to evaluate ongoing shipping 
strategies and vendors 
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Analysis 2 40%  Monitor product inventory and re-order as necessary 

 Create Purchase Orders within Order Management System 
and send to vendors for fulfillment 

 Confirm with warehouse managers on the received inventory 

 Confirm accurate prices is entered on Purchase Order 

 Receive inventory into system 

 Determine quantities needed for planting guides and 
promotional inserts to be ordered for each brand and 
warehouse 

 Order raw materials for warehouse in accordance to order 
history and projected forecast 

 

External 
Collaboration 

3 15%  Coordinate with warehouse management to investigate 
discrepancies by reviewing receipts and adjustments  

 Notify warehouse when expecting larger than average 
incoming orders 

 Confirm with 3rd party fulfillment facilities of all incoming 
shipments and verify arrival 

 Collaborate with Operations Leads at 3rd party fulfillment 
centers to select best carriers/shipping methods to deliver 
orders in the expected timeframe at optimal costs 

 Coordinate with 3rd Party Vendors to ensure adequate in-
season staffing levels 

 Work with 3rd Party Vendors to ensure product quality 
standards are being met both pre-season and throughout the 
peak 

Internal 
collaboration 

4 30% 
(down to 

10% 
during off 
season) 

 Keep customer service updated on product delays and issues 

 Coordinate with appropriate parties to determine accurate 
customer messaging  

 Be the first point of contact when customer service has 
questions regarding inventory 

 Review oversold or delayed orders, collect information of 
affected customers, and inform Customer Service and Product 
Management teams 

 Be the Subject Matter Expert (SME) as it relates to Dropship 
 
  

 

EXPERIENCE YOU NEED FOR THIS JOB 

 This job requires heavy use of Excel and daily use of Outlook, OneNote, and Word  

 This job does not have any direct reports, however they will manage operations autonomously within 
the department, so the ability to manage systems and operations with little direction is required. 

 Experience working with LEAN principals is helpful as we fully embrace these strategies in all areas of 
our business. 

 
WHAT WE OFFER: 

 Colleagues who are passionate about flowers, gardening, and all things outdoors! 

 Dog friendly office 

 Fitness room and indoor rock climbing wall 

 Discounts on all products 

 Reimbursement towards a Master Gardener certification and ongoing education related to your work at 
American Meadows 

 We are located directly on the CCTA bus line for easy transportation 



 
American Meadows is an Equal Opportunity Employer (EOE). Qualified applicants are considered for 
employment without regard to age, race, color, religion, sex, national origin, sexual orientation, disability, or 
veteran status. If you need assistance or an accommodation during the application process because of a 
disability, it is available upon request. The company is pleased to provide such assistance, and no applicant 
will be penalized as a result of such a request. 


