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Job Opportunity

	Company
	Mentor Graphics

	Job Title
	Import/Export Coordinator

	Location
	Shanghai, China (Pac-Rim region)

	Salary Range
	Commensurate with experience

	Relocation Assistance
	N/A


Job Description / Responsibilities / Requirements

Overview:  The Import/Export Coordinator is responsible for coordinating and monitoring Import and export activities for Mentor Graphics customs business in China, Korea, Taiwan, Singapore and India.  The Import/Export Coordinator will work with the Mentor Graphics Global Operations group as well as other department and key persons within Mentor Graphics, to ensure compliance with Import/Export Regulations and best practices, and to maximize business opportunities under the various business scenarios while minimizing trade risk. This position will be based in Shanghai, China and the successful candidate will be required to travel both within and outside the PacRim region.
REPORTING TO

Sr. Manager, Global Trade Compliance

Qualifications:

· Strong communication skills in English language is required 
· Mandarin and Korean language preferred  

· Working knowledge of Harmonized Tariff Schedule

· Working knowledge of regional import/export controls and processes

· More than 3 years of experience working in a Trade compliance role directly working to solve issues with local customs authorities.  

· Computer proficiency in email environment, MS Word/Excel, MS Outlook

· Strong research, written and verbal communication skills, ability to work closely with a wide variety of staff of diverse backgrounds and levels

· Strong organizational skills and ability to handle multiple projects simultaneously

· Ability to work in team environment, including back-up as required or necessary to cover scheduled or non-scheduled absences of other team members.

· Creative thinkers, ability to streamline processes, implement changes that foster higher efficiencies and exceed expectations of all customers.

 ESSENTIAL DUTIES AND RESPONSIBILITIES: include but are not limited to the following.  Other duties may be assigned.

1. Perform day-to-day import/export operations.  Review documentation for imports and exports, assist with local customs issues as required, and facilitate the clearance of Mentor Graphics shipments by providing assistance to logistics trade partners and others within Mentor Graphics. Trade coordinator will work with internal peer departments within the Mentor Graphics organization and local customs house broker to prepare import and export documents and engage customs programs as required.
2.  Monitor and communicate on a regular basis with respective groups and Field Locations on status of shipments, notification process (Green Light), and monitor internal processes. 

3.   Resolve issues that may be communicated through internal or external channels, make decisions about the appropriate response, and take action to correct or otherwise resolve the issues promptly.

4.  Facilitate spares parts, systems, and repaired boards import and export process.

5.  Responsible for oversight and engagement of payments for customs/import or export operations related activities.   

6.  Clearly convey import and export and business information to Mentor Graphics personnel and departments, proactively manage expectations and objectives; ability to give and receive feedback.

7.  Must be able to adjust quickly and positively to changes in priorities, schedules, & assignments to meet the needs of the organization and/or the team.

8.  High focus on customer service to our customers and internal team members.

9. Oversee Customs Brokers/FF’s in the regions to ensure operating in compliance with both legal guidelines and business requirements for Mentor Graphics.

10.  Represent as the primary contact with internal stakeholders and local government agencies.  Administer local import and export compliance policies and procedures.

11.  Perform site record keeping assessments and identify areas of non-compliance, make recommendations and create implementation plans.

12. Review and audit import/export documentation to ensure compliance with all legal and business requirements.

13. Keep informed as to current Laws and Regulations that govern the importation or exportation of goods.

14.  Primary controller in the region to ensure that import/export operations does not cause any business delays but rather facilitates the movement of goods through the internal process in accordance with legal international trade regulations.

15.  Provide training to regional sites as needed and oversee the implementation of site specific procedures.
Contact Information to Apply

Michael Schwartzberg

Sr. Manager, Global Trade Compliance

Office: (510) 354-6751

Michael_Schwartzberg@Mentor.com

Michelle Wang
HR Generalist

+86-21-5047-1379

Michelle_Wang@mentor.com
