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Job Opportunity

	Company
	Vigilant Global Trade Services

	Job Title
	Global Trade Analyst

	Location
	Personal Residency

	Salary Range
	Negotiable

	Relocation Assistance
	Light


Job Description / Responsibilities / Requirements
Vigilant is so much more than a “managed services” firm. We provide knowledge process outsourcing services by supplementing our client’s global trade compliance team with experienced, passionate and dedicated global trade professionals. We help our clients ensure compliance while improving their Global Trade Management system processes and controls, security and cash flow. 

At Vigilant, people come first. We understand the value of reputation and combine passion for global trade with a can-do attitude. We’re building a team of seasoned global trade and technology experts that come from industry, are easy to work with and committed to doing the right thing for our clients and partners. 

Vigilant has immediate openings for experienced, part-time Global Trade Compliance Analysts. If you are passionate about global trade and looking for a part-time opportunity where you can work from home, we have the perfect opportunity for you. 

We currently have 2 different shifts available.  The first shift consists of Monday through Friday from 2:00am to 8:00am EST, with opportunities to have additional hours at quarter-end.  The second shift consists of Mondays, Tuesdays, Thursdays and Fridays from 5pm -9pm EST, with opportunities to fill in and pick up additional shift as they come available.  

Primary Role
Work closely with the Account Manager and account team as an extension of our client’s trade compliance organization to ensure the legal compliance of all international transactions per our clients established policies and procedures.

Functional Requirements and Specific Responsibilities

· Responsible for monitoring blocked order queues and the disposition thereof in a timely manner.

· Responsible for monitoring client and Vigilant emails.

· Responsible for the timely escalation of any client issues that you are unable to resolve.

· Responsible for properly “closing out” your shift and clearly communicating the handoff of incomplete items or issues.

· Responsible for executing export control regulations per client’s processes and policies.

· Responsible for immediately reporting any account access problems.

· Responsible for immediately reporting any account technical issue(s) (i.e. enterprise software, proprietary screening software).

· Must attend (on time) and prepare (when necessary) for client and Vigilant meetings.

· Must be available to accept calls and other communications while working on a shift.

· Must report fluctuations in order volumes.

· Must communicate professionally, clearly, concisely and effectively, both orally and in writing.

· Must organize and prioritize work in a dynamic and complex environment to meet deadlines and daily requirements.

· Must work well individually and as part of a team.

· Must adapt to changing priorities while meeting deadlines and managing workload.

· Must work effectively with others in a cooperative and respectful manner to accomplish position requirements and participate in team efforts.

· Must continue to study relevant federal regulations and to continue learning in a rapidly changing regulatory environment.

· Must adhere to Vigilant Employee Handbook and Vigilant Company policies and procedures.

Required Knowledge, Skills and Experience

· Bachelor’s Degree preferred in Business or related field.

· Customs Brokers License preferred

· Professional Experience: Minimum zero to 3 years experience in corporate global trade compliance, logistics, freight forwarder environment or trade compliance consulting.

· Knowledge of import and export trade compliance processes, policies and controls.

· Knowledge of global trade automation solutions (Amber Road, GTS, GTM…) preferred

· Attention to detail skills required.

· Excellent analytical skills, including the proven ability to adapt to a dynamic environment.

· Excellent organizational skills.

· Ability to touch type.

· Knowledge of Microsoft Office, Excel

· Ability to communicate (verbally and written) effectively with clients, coworkers and senior leadership.

· Ability to work effectively with teams of staff from Vigilant, partners and clients.

· Strong customer relationship skills.

· Demonstrated ability to work cross-functionally with Sales, Finance, IT, Import and Export personnel, Operations and Legal executives to achieve business objectives.
Contact Information to Apply

Please send your resume to Kmyers@VigilantGTS.com to be considered for this opportunity. 
