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Trade Compliance Coordinator
Who We Are:

Brooks is a team of passionate people united by a desire to do meaningful work, lead healthy lives and make a difference. We share a focused mission: to inspire everyone to run and be active. That’s it. No distractions—it’s all about the run. Through science, creativity, service, authenticity and connection, we obsess over delivering the best running gear on the planet. We do it our way, with our unique spirit, with a goal of being more relevant to runners than any other brand, day after day and mile after mile. We are determined to innovate, challenging ourselves to lead thought at every turn. Inside these walls and on the roads, tracks and trails, we live and breathe Run Happy, celebrating the positive impact running has on our lives and others. We inject it into all we do because it makes everything better, smarter, more fun and more memorable. Our company culture defines us, bonds us together and creates the conditions for success. It is lived daily as a behavioral expression of our collective set of brand values: Serve People, Lead Thought, Play as a Team, Compete Every Day, Demonstrate Integrity, Have Fun and Be Active. If you’re on our team, it means you’re part of creating something extraordinary. You’re part of Brooks.
Your Job: 
As the Brooks Trade Compliance Coordinator you are responsible for day-to-day operations and activities related to import and export compliance for the company’s U.S. headquarters and Canadian subsidiary.  This includes ensuring customs clearance and regulatory compliance, creating and reviewing import/export documentation, problem solving as well as working with Brooks’ service providers and suppliers located throughout North America, South America, the Middle East and Asia.  You manage the payment approval process of Brooks’ business partners.  And you provide assistance to the Trade Compliance team in managing the Customs-Trade Partnership Against Terrorism (C-TPAT), Importer Self Assessment (ISA), and duty savings programs.  

Your Responsibilities: 
· Serve as administrative assistant to Trade Compliance team to support compliance programs such as Foreign Trade Zone, C-TPAT, Denied Party Screening, Importer Self Assessment, Center of Expertise and Excellence and duty savings programs such as first sale and drawback. 
· Handle daily operations with customs broker and other related parties to ensure timely clearance of shipments and compliance with Brooks’ policies and requirements for US and Canadian imports. 
· Track all inbound shipments to the Foreign Trade zone and prepare receiving documentation for Distribution Center.

· Report and audit first sale duty savings data, including sending weekly reports to Finance team.

· Assist in data management and assignment of HTS codes for Brooks and Moving Comfort product.  
· Stay up to date with customs and other government agencies’ regulations (through attending local seminars and reviewing trade publications).  

· Manage, audit and maintain recordkeeping of import and export documents in accordance to customs regulations and Brooks’ requirements for both US and Canadian distribution.

· Manage data and testing records to ensure product safety compliance according to CPSC and FIFRA regulations.
· Ensure the timely and accurate submission of importer security filings to U.S. Customs for all ocean shipments.
· Audit and report duty savings for all U.S. footwear sample imports.  

· Collaborate with Logistics team in coordinating Brooks and Moving Comfort sample programs and international event shipments.
· Process drawback filings and required recordkeeping to ensure regulatory compliance.
· Perform payment approvals for all U.S.A. and Canada shipments to ensure accurate values are declared to Customs.
· Assist Trade Compliance Manager in data collection and recording to create compliance performance reporting for internal stakeholders and to submit internal testing results to U.S. and Canada Customs. 
Qualifications:
· Associates degree in international trade, business administration, or related field, or equivalent work experience in import and/or export industry.

· 1 – 2 years of work experience in logistics and/or trade compliance industry.
· Knowledge of U.S. import and other government agency regulations a plus
· A commitment to detail, accuracy and follow-through 

· Ability to work independently and make effective decisions.
· Ability to prioritize and manage multiple projects.
· Ability to function in a team environment and make positive contribution.
· Excellent written and verbal communication skills.  

· Proficient using the MS Office Suite, advanced Microsoft Excel skills is a plus.
· Passionate participation in Brooks’ sports activities a plus, overridden by the ability to understand and empathize with the runner in order to develop loyal, engaging relationships with our customers and the Brooks community.

· Embraces and lives the Brooks values!
Reports to:  
  Trade Compliance Manager
Department: 
  Trade Compliance, #81 
Position Class:  Non-exempt, Hourly

Location: 
  Headquarters – Seattle, WA
Brooks Sports, Inc. is an equal opportunity employer and our policy is to maintain employment practices that conform to the intent and letter of the laws regarding equal employment opportunity. Brooks is committed to affording equal employment opportunity to all individuals without regard to race, sex, color, religion, national origin, age, disability, veteran or military status, marital status, sexual preference, genetic information or any other basis prohibited by federal, state, or local laws or regulations. This commitment applies to all phases of the recruitment process including hiring, selection, promotions, transfers, demotions, compensation, benefits, or training. Brooks will endeavor to make reasonable accommodation for qualified individuals with known disabilities, unless doing so would result in an undue business hardship or a direct threat to the health or safety of any individual.

