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Job Opportunity

	Company
	Teledyne Microwave Solutions

	Job Title
	Import Administrator

	Location
	Mountain View, CA

	Salary Range
	N/A

	Relocation Assistance
	N/A


Job Description / Responsibilities / Requirements

This position requires the development, implementation and management of the import/export compliance functions as it relates to imports/exports across the organization. The role demands exceptional communication and collaboration skills, and a strong import/export trade expertise. The Import Administrator will support the location in managing imports/exports, interacting with all of the various functional areas, and Teledyne’s Corporate International Trade Compliance office.
• Establishes and manages uniform standard operating procedures relating to export and import control and compliance matters to ensure full compliance with import and export regulations;
• Provides advice and guidance to employees within organization with regard to trade compliance requirements associated with international transactions;
• Ensures and supports appropriate management accountability and responsibility for trade compliance;
• Responsible for securing the necessary documents and licenses to facilitate speedy and lawful conduct of business, with regards to import and export;
• Review custom product (non-standard) contracts for regulatory requirements for Import and export; 
• Responsible for providing interpretations and advice regarding customs matters with U.S. and foreign Customs regulations as well as providing up to date information regarding changes in these regulations;
• Responsible for identifying potential areas of import/export compliance vulnerability and risk within the organization; work to appropriately evaluate, investigate and resolve or mitigate potential risks along with the Corporate Trade Compliance Office; 
• Coordinating all U.S. Customs import and export activity for organization and reports any detentions, seizures, audits, inquiries, or investigations to Corporate immediately; 
• Coordinating activities with freight forwarders and Customs brokers with regard to presentation of appropriate export and import licenses and other documentation; 
• Ensure standard products classifications are accurate and products are classified and properly positioned to be in full compliance with Import and Export requirements;
• Coordinates all record keeping requirements with regard to each export/import for a period of five years; 
• Acts as point of contact for any internal or external audits associated with export or import compliance; 
• Identifies all training needs within organization with regard to export and import compliance matters;
• Conducts periodic self-assessments and implements corrective actions, as required.
• Assists organization in ensuring all standard and public domain product information, such as catalogs, brochures, e-commerce information channels are export compliant and cleared for public release
• Be a positive, proactive and pragmatic force for continued growth and profitability of the business through team work and problem solving. 

Requirements: 
• Bachelor’s degree is required and 5-10 years related import and/or export analyst experience including full knowledge of HTSUS classification principles 
• Full knowledge of the World Customs Organization Harmonized Tariff classification principles and World Trade Organizations Valuation Agreement (GATT)
• Technical expertise in import laws & regulations, including classifications, valuation, country of origin, duty preference programs, and sanctioned party screening 
• Experience in development and implementation of import compliance procedures
• Excellent analytical and organization skills including ability to collect, structure, analyze and communicate data
• Excellent written and verbal communication skills
• Strong computer skills; ERP/MRP skills a plus
• Ability to read and understand complex legal regulations
• Experience with any of the following a plus: NAFTA, AES and EEI; Trade preference programs and Free Trade Agreements; trade compliance in EMEA or APAC
• Candidate must be a U.S. Citizen or Permanent Resident
Contact Information to Apply

TO APPLY FOR ANY JOB OPPORTUNITY PLEASE GO TO

www.teledynecareers.com
Teledyne is an Equal Opportunity/Affirmative Action employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex including sexual orientation and gender identity, national origin, disability, protected Veteran Status, or any other characteristic protected by applicable federal, state or local law. 

