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Job Opportunity

	Company
	FUJIFILM Hunt Chemicals U.S.A., Inc.

	Job Title
	Materials Administrator

	Location
	Dayton, TN

	Salary Range
	Max $38,000 – Non-Exempt Position

	Relocation Assistance
	None


Job Description / Responsibilities / Requirements

External Customer Service: Purchase order acknowledgments, provide product and shipping documents, order forecasting, etc.
Transportation: Domestic and international quotations and contracting all modes of transportation, knowledgeable in INCO terms, prior experience preferred. 
Export documentation: Creation of all commercial export documentation (e.g. Commercial Invoice, Packing List, Bill of Lading, etc.) and compliance with all USA export and importing country regulations.

AES & ISF:  Electronically file with U.S. Government, prior experience preferred.
Communication: Excellent verbal and written communication with customers, vendors and business partners in all levels of the organization, and able to author procedures for internal and training purposes.

Recordkeeping: Very detail oriented keeper of all exporting records.
AS400/JDE: Proficient in material receipts, product sales orders and shipment entries, prior experience preferred
Reports: Internal sales and forecast reports for Senior Management, and external shipping/tracking reports for customers.
Computer Skills: Proficient in Microsoft Office Products, Gmail and Google Apps, and Shipping Solutions software is highly preferred.
Aptitudes: Must be flexible, organized, motivated, analytical, and detail oriented individual who is able to prioritize tasks easily, and work within deadlines, while tracking and monitoring progress.
Work Environment: Must be able to work well in high stress, fast-paced situations.  Some overtime may be required.

Education: High School Diploma or GED, minimum.

Special skills: 2+ years of import/export regulatory experience, hazardous materials, domestic and international (sea and air) shipping documentation highly preferred. 
Contact Information to Apply

Send resume to Attention:  Human Resources Department, FUJIFILM Hunt Chemicals U.S.A., Inc., 411 Manufacturer’s Road, Dayton, TN 37321 or email to lmiller@fujifilm.com  No phone calls please.  Equal Opportunity Employer M/F/D/V.
