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	Objective
	Provide responsible control for export activities, and maintain compliance with EAR, CBP, U.S. Census and other relevant trade compliance regulations.

	Duties and Responsibilities
	· Assist with the drive, development, and implementation of policies and internal management systems involving U.S. and foreign trade laws and principles
· Possess working knowledge of and ability to apply the following laws and regulations to the company’s business activities:  the Export Administration Regulations, Anti-boycott, Foreign Trade Regulations, U.S. Customs Regulations, Federal Drug Administration, World Trade Organization Agreements (WTO), and at least a high level knowledge of trade laws of foreign countries.
· Provide support and guidance to functional groups for export and import compliance issues.
· Support the development of and occasionally conduct training relating to  trade compliance.
· Conduct investigations relating to potential violations or compliance incidents and document findings.
· Identify and report to trade compliance management any potential violations of trade compliance laws and any/or incidents involving significant weaknesses in processes or procedures.
· When necessary, request advice and guidance from trade compliance management for trade compliance issues involving significant complexity and potential concern to the company.
· Actively improve import/export operation process controls and procedures
· Maintain and assist with the implementation of company export and import compliance procedures.
· When necessary, implement, maintain and update business unit trade compliance related work instructions 
· When needed, review and validate the export (ECCN) or import (HTS) classifications of parts and materials.

	Duties and Responsibilities (cont.)
	· Identify products for which Commodity Classification determination requests are appropriate and report them to trade compliance management.  Prepare CC requests for trade compliance management review and approval.
· Monitor shipping documents, and other underlying documentation for accuracy compliance with EAR and other applicable export compliance regulations.
· Correspond with Customer Service, Sales and Distribution departments and outside vendor service providers to obtain and/or provide documentation and information required for export and/or import compliance.
· Audit and review export transactions and customs files for completeness, accuracy, and compliance with recordkeeping requirements.
· Support internal, external, and government-directed trade compliance audits and assessments.
· Attend trade compliance seminars/conferences to maintain knowledge on regulatory updates and proposed changes.
· Assist in preparation of letters and other correspondence to vendors, brokers, and other parties involved in export transactions.
· Prepare periodic updates and metrics reports for export operations for corporate trade compliance management.
· Perform business analytics



	Education and Experience
	· BA or equivalent work experience required		
· Knowledge of export regulations, including classification, licensing, reporting, and export compliance audit experience
· Knowledge of and experience with EAR, U.S. Census and CBP requirements
· Proficiency with FTR, customs, and other relevant trade compliance regulations
· OFAC licensing experience preferred
· Oracle and Agile experience preferred
· 8-10 Years of trade compliance experience
· Experience in assigning HTS and ECCN classifications
· Preferred experience in FDA, Medical Device and Textile industry
· Proficiency with MS Office applications, including Microsoft Excel
· Excellent oral and written skills 
· Excellent analytical skills
· Must pass background check and drug test
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