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Job Opportunity

	Company
	Mettler-Toledo Safeline

	Job Title
	Import/Export Coordinator

	Location
	Tampa, FL

	Salary Range
	Not specified

	Relocation Assistance
	Yes


Job Description / Responsibilities / Requirements

Mettler-Toledo Safeline has an opening for Import/Export Coordinator in Tampa, FL in the Sales Department.

Mettler-Toledo is a global supplier of precision instruments with sales and service locations in 37 countries. The Mettler-Toledo Product Inspection Group, consisting of CI-Vision, Hi-Speed and Safeline, is the world’s leading supplier of in-line checkweighers, metal detectors, machine vision systems and x-ray inspection systems. We believe employees are the lifeblood of our company. As we thrive on quality and initiative, we work together in a fast-paced environment striving towards common goals and open to innovation and success. We’d love for you to become part of our growing team!

The Safeline division focuses on metal detection and x-ray machines used extensively in the food/beverage and pharmaceutical industries to provide safety inspections during manufacturing processes for companies like Cargill, Kraft and Hershey

Summary: Import/Export Coordinators need to effectively communicate with salespeople, sales representatives, customers and internal employees to ensure that import / export trading is carried out smoothly. Import/Export coordinators must be up to date on regulatory changes and adapt appropriately.

Essential Duties and Responsibilities include the following:
· Prepare and maintain SOP's on importing and exporting procedures for both sales and service 

· including training both internal and external personnel on procedures. SOP's to include return of 

· equipment to US either for warranty work or repair.

· Manage duty drawbacks

· Determine risk to MT if customer requests Incoterms that are nonstandard.

· Review LOC to ensure meets MT requirements and communicate to rep/RSM or customer of 

· findings.

· Determine risk to MT if customer request payment terms that are nonstandard i.e. LOC, CAD.

· Ensure company is compliant to meeting MT policy regarding denied parties list

· Create auditing process on import/export SOP's.

· Support shipping coordinator when preparing export documentation

· Must be familiar with exports worldwide.

· Understanding of Harmonized Tariff Codes and how to determine countries of origin

· Phone support for orders

· Reviewing and processing contracts

· Must be organized, efficient and detail-oriented

· Able to handle a hectic, fast pace, multi-task work environment, while maintaining a professional 

· attitude.

· Other duties as assigned

Primary People Contact:
· Representatives, Agents, Distributors

· SLMD & XR staff

· Customers

· Corporate Export dept.

Knowledge, Skills, Attitude:
· Attention to detail

· Excellent organizational skills

· Ability to meet strict deadlines

· Courteous, and tactful

· Works well alone or as a team player

· Bi-lingual

Prerequisites (Education, Experience):
· 4 Year degree highly desirable

· 5-7 years experience in import/export compliance

· Able to type 50 WPM

· Experience with computerized office systems and software (i.e., Microsoft Office Suite, Microsoft 

· Outlook)

· Ability to handle multiple projects with changing priorities and deadlines

· Skill in operating a personal computer to capture and maintain records of contract activity and to 

· reconcile data

We provide an entrepreneurial environment within the context of a dynamic global organization. We offer competitive salary and excellent benefits, including: health, dental, vision, prescription, life, Short Term Disability and Long Term Disability; 401(k) with company match, tuition reimbursement; employee referral bonus and training.

METTLER TOLEDO is an Equal Opportunity Employer and all qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, sexual orientation, gender identity, disability status, protected veteran status, or any other characteristic protected by law.

Contact Information to Apply

Please use this link to apply: http://bit.ly/1jctDq3
Mettler-Toledo, LLC and its subsidiaries endeavors to make mt.com accessible to any and all users.  If you would like to contact us regarding the accessibility of our website or need assistance completing the application process, please contact Laly Vazquez - HR Senior Representative (HR Department) at 813-549-6937 or laly.vazquez@mt.com.
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