Job Description

Job Title





Reports To
Import Compliance Coordinator



Director, Trade Compliance
Supervises





FLSA Status: Exempt

NAFTA Specialist
Job Purpose
The primary role of this position is to assist the Trade Compliance Director with establishing and maintaining an import/export control infrastructure consisting of employee education and training, operational processes, parts classification, import/export documentation, internal audit and government reporting procedures to ensure continuous compliance with laws governing international trade.  
Job Responsibilities
· Execute _____________________’s import/export operational processes and procedures
· Provide information and training to insure that all _____________________’s departments involved in distribution of products and services understand US Customs Regulations as it relates to their role
· Work closely with _____________________’s distribution processes to insure current regulatory requirements are met
· Assist with assigning proper Harmonized Tariff Codes to new products
· Assist with preparing and filing of reports as required
· Maintain up-to-date knowledge of 19 CFR, and the Harmonized Tariff Schedule of the US
· Provide HTS classifications to customers
· Conduct post entry audit based on Customs Compliance Manual guidelines
· Prepare and submit duty drawback files as needed.
· Prepare and submit annual cost reconciliations.
· Other duties as assigned by Supervisor.

Education/Experience Required
· 5 - 7 years experience in Customs and trade administrative experience; BS or BA degree preferred
· US Customs Brokers license or Import/ Export Compliance education, experience and/or certification would be preferred

· Knowledge of _____________________ products or experience classifying ---products--- and parts according to the HTSUS preferred
· 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 
