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Job Opportunity


	Company
	Ascend Performance Materials (major manufacturer of nylon)

	Job Title
	Operations Support Analyst (Contractor)

	Location
	Houston (downtown), Texas

	Salary Range
	Contract position with competitive compensation (commensurate with skills and experience)

	Relocation Assistance
	No




Job Description / Responsibilities / Requirements

Operations Support Analyst (Contractor)

 2-3 month contract position
 Houston (downtown)
 Competitive compensation commensurate with experience

Position Overview:
~ 60% Data gathering, analysis, formatting, record maintenance, etc. (MS Excel/Access) 
~ 10% Documentary review of transactions (following a checklist)
~ 10% Proof reading and formatting procedures into a standard template (MS Word)
~ 10% Filing, data lookup in SAP
~ 10% Other
Ascend’s Office of International Trade Compliance (ITC) is seeking a person to assist with data collection and data analysis.  Support is also needed to review our import transactions from a compliance standpoint; for this, no experience is necessary as a checklist will be used and on-the-job training will be provided.  You will also be asked to proof-read and edit our written policies and procedures for clarity and usability, then format them into our standard template.

Initially the successful candidate will learn and perform essential, routine activities, then will quickly take on more complex duties with successive levels of responsibility.  This role is an ideal opportunity for a person skilled with MS Office tools that is career-minded and interested in expanding his/her knowledge of international trade. The key success factor will be your ability to dive into the details, detect discrepancies, and maintain our quality standards.  

With approximately $3 billion in annual sales, Ascend Performance Materials is an industry leader in the chemicals and materials sector.  We are committed to success and continuous improvement in all aspects of our business. We fill our organization with innovative people who want to be part of a smart, progressive company -- people who wish to be personally responsible for meeting the level of quality and service that our customers have come to expect.  

Required Skills
· Strong with MS Excel and Word.  Experience with MS Access is a plus.
· Strong organizational skills.
· Highly motivated with a results-oriented work ethic.
· Unwavering commitment to accuracy and quality; detail-oriented.
· Strong desire and ability to learn quickly and apply what is learned.
· Skilled in technical writing and other forms of written communication.
· Ability to focus on a single task that demands a high attention to detail for an extended period of time (up to 3 hours).
· Effective communicator with proven ability to work in a team environment.

Please submit your resume/cv that highlights relevant experience with a writing sample (any topic, but technical writing is preferred and it must be your original and sole work product).


Education
Finished or pursuing a degree in business, supply chain/logistics, finance, or comparable degree. 

Job Location 
Houston (downtown), Texas, United States 

Position Type 
2-3 month contract

Organization
Office of International Trade Compliance (ITC) 
(A division of Legal that has heavy involvement with and oversight of the Logistics/Order Fulfillment department)

Contact Information to Apply

Send resume and writing sample to: jeremy.merritt@ascendmaterials.com
 
Include your phone number and best time to call.  
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