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Job Opportunity


	Company
	Total Petrochemicals & Refining USA, Inc.

	Job Title
	Import/Export Specialist

	Location
	Houston, TX

	Salary Range
	TBD, based upon experience

	Relocation Assistance
	No




Job Description / Responsibilities / Requirements
BASIC FUNCTION:
Adhere to TPRI’s Import Export Compliance Procedures and Policies following all laws and regulations. Provide support and backup responsibilities for other functions within the department for Exports and Licensing of Controlled items. Implement changes or enhancements to imports based on new rules & regulations, new compliance programs, or process improvements. Interact with the Business to minimize risk by avoiding penalties.
RESPONSIBILITIES:
· Ensure compliance with all applicable U.S. import government regulations, but not limited to, ITAR and FDA. 
· Publish and maintain Import Compliance Manual containing formal policies and procedures relating to the handling of import activities and coordinate these policies with others to ensure compliance with applicable regulations. 
· Assist with annual training for new hires and existing personnel dealing with imports of goods and services to facilitate the application of proper processes, procedures, regulations, and laws relating to imports. 
· Cross-functionally responsible for ensuring that TPRI adheres to the compliance requirements of the Customs-Trade Partnership Against Terrorism (C-TPAT) and the Importer Self Assessment Program (ISA). Annually prepare and distribute C-TPAT security letters to suppliers and service providers. 
· Audit import activities to ensure compliance with all applicable regulations and requirements. 
· Respond to U.S. Customs Requests for Information and Notices of Action regarding imported goods. 
· Prepare and secure supporting documentation for filing Supplemental Information Letters, Post Entry Amendments, Protests and Prior Disclosures. 
· Provide oversight and guidance on utilization of U.S. Customs Reconciliation Program (Flagging entries, corrections, and follow-up documents). 
· Provide and review proper classification of imported goods using business knowledge, outside counsel/consultant expertise, business personnel, and assistance of technical personnel. 
· Cross train on Import Regulations and assist with Compliance functions as necessary 
EDUCATION/EXPERIENCE REQUIREMENTS:
· Bachelor’s Degree in Business preferred 
· 5+ years of experience within an import and/or export environment with experience in the area of import and/or export controls. 
· Familiarization with Foreign Trade Zone (FTZ) regulations, U.S.Customs regulations, Export Administration Regulations (including EAR & ITAR, Harmonized Tariff Schedule (HTS) classifications is required. 
· Excel (Intermediate + Level), Word, and PowerPoint. Knowledge of Automated Commercial Environment (ACE) and SAP experience preferred. 
· Total Petrochemicals & Refining USA, Inc. is an Equal Opportunity/Affirmative Action employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability, or protected Veteran status.
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