Job Description

Job Title





Reports To
Trade Compliance Coordinator – Export Compliance

Director, Trade Compliance
Supervises





FLSA Status: Exempt

None
Job Purpose
Primary role will be to provide training and support for export operations worldwide.  Analyze exports to make sure that they are compliant with all Export Administration regulations.   Assist with implementation of Export Compliance software.  Maintain and issue the Export Compliance Manual to all _____________________ stakeholders.   Provide training and interpret regulations for coworkers when needed.
Job Responsibilities
· Maintain Export Compliance approval queue and support Order Management team with export compliance escalations.
· Develop and maintain tracking method for exports to foreign nationals
· Analyze exports to make sure that they are compliant with all Export Administration regulations
· Assign ECCN classifications to all parts exported out of the US or foreign subsidiaries
· Visit plants to identify equipment used in production and determine licensing requirements.

· Obtain export licenses where necessary

· Identify intellectual property issues and take appropriate action

· Implement and maintain program to verify all _____________________’s business partners against all denied party lists
· Provide training to coworkers at all levels

· Ensure recordkeeping requirements are followed and that records are accessible

· Other duties as assigned by supervisor
Education/Experience Required
· 3 - 5 years experience in export and trade administrative experience; BS or BA degree preferred
· US Customs Brokers license or Import/ Export Compliance education, experience and/or certification preferred

· Knowledge of _____________________ products or experience determining ECCN numbers for machinery and equipment according to the Export Administration Regulations preferred
· Training and understanding of Export Administration Regulations
· Ability to work independently without daily oversight

· Must be able to identify, plan, and execute projects as they arise from periodic assessments, or as compliance issues are identified
· Must be able to effectively interact with director-level and above Client
· Proven good interpersonal skills, have a good written/verbal command of English and Spanish, and exceptional organizational and follow-up skills. 
· Proficiency in Microsoft Office 

