Attachment: ADMIN030C


Import Manager

Duties & Responsibilities
· Oversee all import compliance activities.
· Hire, train and manage support staff of import specialists.
· Monitor and enforce compliance with all governmental regulations.

· Develop department budget.

· Identify new procedures and methods to expedite clearance of import shipments and delivery to the customer
· Identify cost savings opportunities.
· Develop and maintain Import Procedures Manual.

· Manage, direct, and evaluate the work of designated customs brokers.  
· Oversee classification of imported parts.

· Audit broker invoices and entry summaries for compliance with CBP regulations.

· Work with brokers to resolve invoice and entry summary errors.

· Resolve CBP issues such as CBP28’s, CBP29’s, etc.
· Provide supplemental import-related training to other departments, divisions and affiliates.

· Conduct periodic training classes in compliance and other import-related issues for other departments such as Finance and Supply Chain.

· Monitor country of origin marking of imported parts.

· Participate and lead C-TPAT compliance efforts.  
· Audit import files for recordkeeping compliance.

· Prepare reports for import operations for executive management.

· Perform annual audit of files for compliance.

Education & Experience

· High School Diploma Required



· BBA or Equivalent Degree Preferred 



· Customs Broker License Required



· Intensive Compliance Experience with Importer Preferred

· Knowledge of import regulations, including classification, valuation, and audit experience. 

· C-TPAT Participation and Experience

· 5 to 7 Years Import-Related Experience

· 2 to 4 Years Supervisory/Management Experience
· Demonstrated Ability to Manage and Lead Teams

· Excellent Oral and Written Skills – Writing Sample May Be Required
· Must pass background check and drug test.
Import Supervisor

Duties & Responsibilities
· Supervise import coordinators.

· Classify imported parts for assigned accounts.

· Work with Import Manager in preparing responses to CBP requests and notices in a timely fashion (CBP28’s, CBP29’s).

· Review entry summaries from customs brokers for accuracy and compliance.

· Resolve errors found on entry summaries with brokers.

· Approve and monitor payments of broker invoices for assigned accounts.

· Train import coordinators in classification principles.

· Prepare entry files for assigned accounts to ensure that all required documents are present for recordkeeping compliance.

· Correspond with foreign vendors and purchasing department to obtain documents and information necessary for CBP clearance.

· Review and approve ACH Statements for payment of customs duties.

· Assist with special projects such as C-TPAT, audits, etc
·  Train new employees in basic import department procedures.

· Assist Import Manager in preparing letters to vendors, brokers, and other parties involved in import transactions.

· Attend training sessions to learn more about imports and keep updated on changes.
· Identify new procedures and methods to expedite clearance of import shipments and delivery to the customer
· Identify cost savings opportunities.
Education & Experience

· High School Diploma Required



· Customs Broker License Preferred



· 3 to 5 Years Import Experience Required

· Computer Literate

· Proficiency with HTSUS

· Pass background check and drug test.
Import Coordinator
Duties & Responsibilities
· Sort and distribute incoming documents.

· Track inbound shipments from assigned countries and vendors.

· Coordinate release of shipments with the broker, carrier, CBP, and other government agencies.
· Approve and monitor payments of broker invoices for assigned accounts.

· Prepare entry files for assigned accounts to ensure that all required documents are present for recordkeeping compliance.

· Respond promptly and professionally to  requests from other departments. 

· Review Liquidation Notices and submit discrepancies to Import Manager.

· Attend training sessions to become more knowledgeable in imports compliance.

· Participate in cross training.

· Work with Import Supervisor to develop classification skills.

· Assist Import Supervisor with assigned duties.

Education & Experience

· High School Diploma Required




· Two year college degree or equivalent experience preferred 

· Computer Literate

· Customer Service Related Experience Preferred

· Ability to add, subtract, multiply, and divide using units of U.S. or international currency, weight, volume, and distance measurement 

· Ability to Work with Minimal Supervision in Team Environment

· Pass background check and drug test.
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