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Job Opportunity

	Company
	Newell Rubbermaid

	Job Title
	FTZ Administrator

	Location
	Open to: Shelbyville, TN; Atlanta, GA; Downers Grove, IL

	Salary Range
	

	Relocation Assistance
	


Job Description / Responsibilities / Requirements

FTZ ADMINISTRATOR 
JOB DESCRIPTION

Newell Rubbermaid is a global marketer of consumer and commercial products that touch the lives of people where they live, work and play. We are committed to building consumer and commercial Brands That MatterTM while leveraging the benefits of being one company: shared expertise, operating efficiencies, and a culture of innovation. Our globally recognized brands include  Rubbermaid, Sharpie, Paper Mate, Graco, Calphalon, Goody, Levolor and Dymo  
This is a job summary which includes essential job duties of the position. More specific information regarding duties may be provided upon request for particular locations and facilities.

The FTZ Administrator's primary job function is the administration and overall trade compliance of our foreign trade zone for Newell Office Products by adhering to Customs Import regulations and in fostering a compliance culture while working in a cross functional and global environment to achieve organizational results. 

  The scope of the position is outlined below: 

Daily Responsibilities
· Manage FTZ operations end to end to include daily processing zone transactions 
· Filing of e214’s  
· Weekly estimate and weekly entry  3461’s and 7501’s

· Inbond exports and permits to transfer 7512’s

· Reconcile the inventory records between SAP & FTZ software information

· Validate FTZ data against actual documentation as needed to ensure accuracy of integration and information.
· Conduct reviews/audits of all FTZ records while ensuring accurate and complete record keeping are maintained for FTZ movements
· Institute internal cost saving performance metrics for management review. 
· Keep updated with legislation changes impacting foreign trade zones and communicate risk /changes to management.  
· Provide FTZ compliance training for all personnel working within the zone and at certain other locations.  

·  Provide annual FTZ reports (Yearly Blanket CBP form 216, Annual Reconciliation, Certification Letter, FTZ Board Report ), 
· Provide classification, information or forms to Customs broker as required.
· Other duties as assigned - Depending on status of ongoing projects and support needed on the different areas of Customs Compliance including but not limited to NAFTA, Pre and post entry audits and statistical reports 
· Conduct audits of transactions and processes and make recommendations on improvements.
Qualifications
· Bachelor’s Degree (preferred) or equivalent experience   

· Knowledge of import regulations, HTS, NAFTA, and general import/export operational procedures. 

· Experience with FTZ software a plus

· Excellent attention to details

· Must have excellent oral and written communication skills

· Experience with Microsoft Office (especially Excel) required. 

· Working knowledge of order management/inventory allocations processes a plus. 
· Experience with SAP a plus

Other essential requirements and competencies:

· Ability to work in a fast paced and constantly changing environment (Customs Regulations), meet deadlines and work in a team environment

· Ability to manage multiple projects, set goals and prioritize tasks 

· Strong attention to detail 

· Strong analytical, critical thinking, interpersonal and communicative skills

· Collaborative team player

Newell Rubbermaid and its Business Units are Equal Opportunity Employers and comply with applicable employment laws. M/F/D/V are encouraged to apply.

Contact Information to Apply

Please have candidates apply using the below link:
http://nwl.taleo.net/careersection/2/jobdetail.ftl?lang=en&job=1500112
