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Job Opportunity

	Company
	Airbus Helicopters, Inc.

	Job Title
	Associate FTZ/Traffic Administrator

	Location
	DFW

	Salary Range
	DOE

	Relocation Assistance
	None provided


Job Description / Responsibilities / Requirements

	Name:
	
	Date:
	7/21/2015

	Job Title:
	Associate FTZ / Traffic Administrator
	FLSA Status: 
	Non-exempt

	Department:
	10620
	Location:
	DFW

	Reports to:
	Manager, Import Customs Compliance
	Job code:
	0806

	Division:
	
	Grade:
	10


	Position Summary: 

	(In one or two brief sentences describe the basic function of the job, what the position was created to accomplish):

Assist with daily processing and government reporting of FTZ related transactions, audits customs entries, and helps to coordinate needed clearances for inbound traffic for the DFW facility.  Additionally facilitates communication to resolve customs entry related issues with the broker.  
Primarily responsible for all traffic management for the DFW and Grand Prairie facilities. Advises management regarding the movement of all merchandise including helicopters to and from AHI; tracking of freight; coordination of Customs clearance with broker as needed or admission to FTZ of all merchandise and auditing and cost coding freight invoices for payment.

	

	Primary Position Responsibilities: 

	(List in order of importance the essential functions of the job (approx. three to five) and the approximate percentage of time spent on each of the activities and describe what must be accomplished):

	1. Coordinating inbound traffic for the DFW and Grand Prairie facilities        40%

· Monitor all pre-alert information and coordinate arrival of freight

· Request customs clearances from brokers

· Proactively support customers with arrival updates, expedite requests, and status.

2. Daily processing of FTZ:      40%

· Daily CF214

· Weekly 3461 / 7512 / 7501 filings

· Invoice breakdown

· Records retention

3. Customs Auditing:     10%

· Daily auditing of CF214

· Support monthly auditing requirements

4. Freight Invoice Management:    10%

· Collecting of invoices for payment processing

· Cost coding of invoices



	Position  Requirements 

	Essential minimum qualifications. Include years of experience, knowledge, demonstrated capabilities, competencies, education (required and preferred), travel, and if applicable, citizenship and clearance. Delete headers that are not applicable.

	Education:

· High School education or equivalent is required

· College or customs specific education is preferred

Experience:

· Minimum 3-years experience in a warehousing environment.

· Preferable to have at least 1-year Foreign Trade Zone experience and experience with Integration point or similar FTZ management software.

· Experience in traffic management preferred.

· A general working knowledge of US Customs rules and regulations.

· A general understanding of import documentation and auditing processes is desired.

Licensure/Certifications:

· None Required

· Any industry related certification or licenses are considered

Knowledge, Skills, Demonstrated Capabilities:

· Effective communication skills needed, both written and verbal.

· Strong customer service focus

· Attention to detail / detail oriented

Communication Skills (Spoken, Written, Influencing, Proficiency in Other Languages):

· Must be an effective communicator in both written and verbal forms.

· Able to tailor communication style to meet internal or external customer needs

Technical Systems Proficiency:

· Microsoft products

· SAP experience preferred

· Integration point or other FTZ or trade compliance system experience preferred

Travel Required: 

· None

Citizenship:

· US Citizen or Permanent Resident Alien

Clearance:

· None Required



	Decision Making, Complexity: 

	Provide several examples of the types of decisions or recommendations made in performing the responsibilities of this position.  Describe the degree independent decision making, environment, interfaces, internationalization, and change factors.  



	Some examples of decisions to be made in this position include but are not limited to:
· Material to be cleared through normal US Customs entry processes or to be admitted into the FTZ

· Verification of valuation, origin, or condition of inbound merchandise

· Accurate FTZ admission processes to include handling of shortages / overages, parcel count discrepancies, valuation errors, or split shipments.

· Accurate cost coding of freight invoices to ensure cost is allocated correctly

This position works with a large degree of autonomy and is relied upon to perform essential functions each day with the expectation that issues or concerns will be elevated by this person in a timely manner as needed.



	Organizational information:

	Provide an overview of the organizational unit structure, including manager of position, direct reports to the position, and dotted line (indirect reports) to the position:

This position resides in the Logistics, Supply Chain organization and reports to the Manager, Import Customs Compliance. This position has no direct reports.

	

	
	Direct Reports:
	Exempt:          0
Non-exempt: 0
	
	

	

	Job Dimensions, Contributions to Success:  

	List specific examples of direct responsibility this position has for company assets, revenue, budget and financial responsibility, strategic influence, customer relationships and impact on customers, key figures per year.  

This position contributes directly to the compliance of the company by:
· On-time accurate filings of daily CF214 reports to US Customs – 260 per year

· On-Time and accurate filings of weekly CF3461 reports to US Customs – 52 per year

· On-Time and accurate filings of weekly CF7501 reports to US Customs – 52 per year

· Accurate decisions for materials to be admitted vs. materials to clear – Daily

· Supporting annual FTZ and C-TPAT reporting requirements – 1 per year

· Supporting annual ISA audit – 1 per year

This position contributes directly to the financial health of the company by:

· Correctly advising on standard Customs Clearance to avoid extra brokerage charges – Daily

· Accurate coding of freight invoices to cost centers  assuring COGS is accurate – Daily

This position contributes directly to the satisfaction of our customers by:

· Tracking inbound shipments and proactively notifying customers of arrival data – Daily

· Ensuring all freight is delivered on a timely basis – Daily

· Supporting special projects and aircraft transports - Monthly

	

	Nature of Contacts: 

	Identify the communications in performing the responsibilities of this position: internal, external, cursory, involved, influencing, negotiating, and frequency.

This position communicates within its own chain of command, with internal customers, with external service providers, and with contacts at our AH and AHD in France and Germany as well as other foreign suppliers.

	

	Physical Requirements:

	Describes the physical requirements in the performance of the primary responsibilities of this position. Includes: Lifting, Carrying, Pushing/Pulling, Sitting, Standing, Squatting/Kneeling, Walking, Speaking, Hearing, Vision, Manual Dexterity, Travel. Include estimated time or percentage for each factor and maximum weight for lifting.

This position requires the employee to be able to sit for extended periods of time within an office environment while working at a computer terminal. 
The employee should also be able to move about the warehouse as it is necessary for material to be physically inspected for markings and the like on a daily basis.

The need to communicate with co-workers, customers, and service providers, face-to-face, by e-mail, and over the telephone require the ability to speak, hear, and type the English language.

	


Contact Information to Apply

https://airbushelicopterstx.applicantpro.com/jobs/261214.html
