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Job Opportunity

	Company
	JB Linde, LLC – Search Firm Handling Search Project

	Job Title
	Import / Export Compliance & Patent Specialist

	Location
	Saint Louis, MO

	Salary Range
	$95K Base Salary

	Relocation Assistance
	No


Job Description / Responsibilities / Requirements

Company:

The company is a $215M dollar division of a global multi-billion dollar corporation.  This division manufactures composite products for industries to include aerospace, wind energy, energy storage, automotive, off shore drilling, sporting goods, etc.  They are number one in their market globally.  They have 6 manufacturing locations throughout the US, Hungary and Mexico.  

Summary:
The Export/Import Compliance Specialist will manage and administer the export/import process of the company’s products globally, and will ensure compliance with U.S. and foreign import/export laws and regulations. Prepare legal correspondence including emails, faxes and memos to the USPTO, conducting basic research and reports, and maintaining a schedule of all filing deadlines with the USPTO or other applicable deadlines regarding state or foreign trademark registration practices. Coordinate and manage special patent projects, review patent information and docketing, develop patent database, assist in patent enforcement, ensure compliance with patent handling procedures: This position will work with one or more patent attorneys or agents, and handles all the administrative work involved in the process of patenting inventions. This usually involves a lot of correspondence between the patent attorney and the United States Patent and Trademark Office (USPTO). Much of the correspondence takes the form of legal documents, drafted and filed in accordance with Federal patent rules.
Responsibilities:

· Categorize products/shipments according to a tariff coding system, document shipments to ensure that they are in compliance with customs rules and regulations

· Prepare all export documents within required timeframe and schedule, monitor and ensure completion of monetary transactions associated with international distribution in a timely manner

· Arrange shipping details, such as export licenses, customs declarations, and packing, shipping, and routing of products

· Maintain current information on import-export tariffs, licenses, and restrictions; prepare and monitor status report of urgent classification requests and new product classification
· Identify and analyze any issues that are delaying the export clearance process and resolve those issues within established departmental timeframes.
· Assist with the development of licensing strategies for the international marketing, sales, support, procurement and manufacturing

· Counsel on tariffs, insurance, quotas, and how to ensure compliance and reduce related expenses

· Handle complex licensing issues - permanent and temporary export licenses, temporary import licenses

· Manage all communication with export authorities for all required countries

· Consult with customs officials to ease and expedite passage of shipments through customs

· Participate in compliance audits and investigations and conduct internal compliance training programs for employees involved in international business activities
· Patent administrator coordinate and manage special patent projects, review patent information and docketing, develop patent database, assist in patent enforcement, ensure compliance with patent handling procedures, produce information to internal clients regarding patent status and other related activities. Research and provide accurate responses regarding relevant dates, patent terms, priority applications, ownership and others by researching appropriate resources, such as attorney reports, internal databases, external specialized patent resources and other related resources.
· Email correspondence, preparing legal correspondence including emails, faxes and memos to the USPTO, conducting basic research and reports, and maintaining a schedule of all filing deadlines with the USPTO or other applicable deadlines regarding state or foreign trademark registration practices.
Qualifications:

· Min. BS degree in Business, Economics, International Business, Legal or other related fields

· 3-5 years of experience in export/import licensing, control and compliance, preferably in manufacturing industry 

· Solid understanding of global trade concepts and regulations (NAFTA, C-TPAT, etc.), ITAR (US)

· Knowledgeable of US Export Licensing requirements and procedures, Export Administration Regulations (EAR) and Commerce Control List (CCL) including Classification Categories, Product Groups, Reasons for Control
· Strong analytical, problem solving, technical and process skills
· Ability to drive own agenda and make decisions effectively 

· Ability to respond to inquiries or complaints from customers, regulatory agencies, etc.
· Effective communication skills and ability to effectively present information to top management
To Apply Contact:

Mike Burke – Owner

JB Linde, LLC

1116 Rock Creek Elementary Drive

Rock Creek Office Plaza

O’Fallon, MO  63366

Phone: (636) 281-8040

Email: mburke@jblinde.com
Web: www.jblinde.com
