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Job Opportunity

	Company
	Medtronic

	Job Title
	Project Coordinator III

	Location
	Fridley, MN, U.S.A.

	Salary Range
	

	Relocation Assistance
	No


Job Description / Responsibilities / Requirements

Medtronic Overview 

Together Medtronic and Covidien are working to improve how healthcare addresses the needs of more people, in more ways and in more places around the world. As one company, we can accelerate and advance our ability to create meaningful innovations - but we will only succeed with the right people on our team. This is the ideal opportunity to join us, and be part of our commitment to the health of others. 

We know the combined resources of Medtronic and Covidien will be transformative, creating new methodologies and new opportunities. Whatever your specialty or ambitions, you can make a difference at Medtronic – both in the lives of others and your career. 

Medtronic is a $27.8b company with 85,000+ employees in more than 160 countries. 

	Project Coordinator III
Requisition # 100446

Position Description

The Project Coordinator III utilizes strong communication skills and the ability to transform strategies into visual results boards, PowerPoint presentations, and a global project plan for a diverse group of audiences (including Senior Leadership). Participation on Global Trade Compliance (GTC) Steering Committee will include helping to manage the budget and the coordination of training materials and GTC project plans. Provide assistance with project planning through the scheduling and coordination of all key participants’ calendars, lining up appropriate meeting facilities. This role also manages the coordination of all-employee meetings and provides routine IT support for the leadership team. Work with Program Managers on specific projects to provide assistance as needed. 
Position Responsibilities

• Coordinate GTC’s Strategic Initiatives to: 
o Create high level reporting across all work streams both in the U.S. and globally 
o Ensure coordination of efforts for effective change management 
o Facilitate communication within Medtronic 
o Implement common reporting tools 
• Participate and Prepare for the Global Trade Compliance Leadership Council Meetings, Global Trade Compliance Ops Council Meetings, Stakeholder meeting and GTC Summits 
o Schedule Meetings and reserve all additional resources 
o Prepare agenda by gathering content and organizing updates on current status of GTC Initiatives 
o Prepare presentations and other program materials 
o Prepare minutes of meetings 
o Follow up as necessary on action items coming out of meeting 
• Manage GTC intranet content as directed by the Operations team 
• Work with Program Managers on specific projects to provide assistance as needed 
o Project management 
o Coordinate training programs 
o Data look up and data entry to support preparation for government audits 
• Manage relationships with external consultants 
o Vendor set up 
o Purchase order requests 
o Monitoring purchase order and coordinating billing 
• Assist Global Trade Program Manager in preparing responses to customs requests and notices (CF28s, CF29s) 
• Build and run reports from Automated Commercial Environment (ACE) by Customs & Border Protection (CBP) to support management and operational needs 
• Provide support to Customs Trade Partnership Against Terrorism (C-TPAT) process owner on annual C-TPAT risk assessment 
• Conduct research and data collection from internal and external partners to support Harmonized Tariff Schedule (HTS) classification rationale and Country of Origin (COO) determination 
• Monitor program, project and system status, budgets and timetables 
Basic Qualifications
EDUCATION REQUIRED: 
• High School Diploma or GED 

YEARS OF EXPERIENCE: 
• 7+ years of experience 

SPECIALIZED KNOWLEDGE REQUIRED: 
• Administrative or project coordination experience 
• Microsoft Office Experience, specifically PowerPoint, Word and Excel 
Desired/Preferred Qualifications

• Experience with databases and managing internet sites (SiteBuilder) 
• Bachelor’s Degree 
• 2+ years of International Trade Compliance experience, either export or import 
• Effective verbal and written communication skills 
• Effective team player 
• Effective data analysis skills 
• Problem solving, innovation, critical thinking skills 
• Detail oriented with strong analytical, administrative and organizational skills, self-motivated, quick learning, and possess ability to handle multiple tasks in a fast paced and changing environment 
• Excellent written, interpersonal, collaboration and communication skills 
• Experience in the medical device industry 
• Knowledge of SAP Global Trade Services (GTS) is a plus 
Physical Job Requirements
The physical demands described within the Responsibilities section of this job description are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
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LINK TO POSTING:

http://internaljobs.medtronic.com/minnesota/legal/jobid8003180-project-coordinator-iii-jobs



Contact Information to Apply

APPLY ONLINE: http://internaljobs.medtronic.com/minnesota/legal/jobid8003180-project-coordinator-iii-jobs
