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Job Opportunity


	Company
	Foreign-Trade Zone Corporation

	Job Title
	Foreign-Trade Zone Administrator – Import Transaction Processor

	Location
	Monroe Township, NJ

	Salary Range
	$40,000 to $65,000

	Relocation Assistance
	



Job Description / Responsibilities / Requirements
Foreign-Trade Zone Data Entry Clerk – Administrator Trainee
The Foreign-Trade Zone Corporation (FTZC), the leading FTZ consulting firm, seeks a knowledgeable individual to assist in processing import, FTZ admission, and logistics transactions. This position will be located onsite at one of our most valued clients. The retail distribution site is located in Monroe, Twp. New Jersey.
What You Will Be Doing: 
You will be administering the foreign-trade zone transactions for a well known retail distribution firm, including from admission (receipt) to shipment using FTZC’s state of the art SmartZone software. The daily duties will include the following:
1. Prepare and file (submit) all daily FTZ admissions (e-214).
2.  Ensure all weekly, monthly, quarterly and annual FTZ forms and reports necessary for FTZ operations are submitted and reviewed for accuracy.
3.  Maintain proper record keeping required for management of the FTZ.
4. Operate the FTZ inventory control and recordkeeping system.
5. Interact with Customs and Border Protection if necessary
6. Routinely update and report to direct management concerning activities related to the Foreign-Trade Zone.
7. Process and verify FTZ related data.
8. Validate FTZ data against actual documentation as needed to ensure accuracy of integration and information.
9. Conduct audits of transactions and processes and make recommendations on improvements.
 Required Experience:
· 2+ years of related professional import experience in a real world environment
· Experience related specifically to FTZ’s preferred but not required
· Some experience with import activities (7512, HTSUS classification, and logistics)
· Candidates for this position should possess a working knowledge of inventory control systems, warehousing and logistics activities including import activities.
· Excellent communication and interpersonal skills.
· The individual should be self motivated and be capable of working as part of a team or alone with little supervision.
· Possesses  knowledge of logistics terminology
· In-Depth experience using Microsoft Word, Excel, and Outlook
 Desired Experience:
·  Experience administering a Foreign-Trade Zone
·  Experience working for a Customshouse Broker
·  Experience dealing directly with US Customs and Border Protection on a regular basis.
·  Some college or equivalent experience 
·  Experience with Import and Export systems and compliance programs 
 
Compensation Package:
    The Foreign-Trade Zone Corporation maintains one of the best compensation packages in the industry, with:
· Generous Salary Ranging from $40,000 to 65,000, depending on experience
· BC/BS 100% company paid employee health insurance
· 401K retirement with both company paid contributions and dollar for dollar matching
· Life Insurance
· Long Term Disability insurance
· Company paid holidays
· Company paid personal leave (vacation)
Please apply at the following link.
http://ftzc.theresumator.com/apply/HMHrXY/ForeignTrade-Zone-Administrator-Import-Transaction-Processor.html
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