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Job Opportunity

	Company
	Staples, Inc.

	Job Title
	Customs Analyst

	Location
	Framingham, MA

	Salary Range
	

	Relocation Assistance
	No


Job Description / Responsibilities / Requirements

Position Summary:  The Customs Analyst plays a key role in the implementation of Staples’ global trade compliance procedures and policies. You will be involved with import product for 28+ Staples Business units around the world from time of SKU creation to time of Customs clearance. This includes vendor document training and auditing, monitoring the Customs entry and exam process, post entry auditing, recordkeeping and auditing financial payments related to Customs. These processes ensure that Staples is not only in compliance with Customs’ regulations but also reduces delays thereby getting the product to the customer on time. This position has involvement with International Logistics, Transportation, Product Development/ Sourcing, Finance and Tax along with direct involvement with Government agencies. 

Primary Duties and Responsibilities:









	· Monitor global import operations to ensure timely and accurate Customs clearance.  Monitor shipping documentation and other government agency exams globally.   


	

	· Perform post entry audits to validate accurate declarations with Customs. This includes but is not limited to classification, valuation, quantity and special programs.  Prepare post entry amendments. 
	

	· Audit vendor documentation prior to export from origin to ensure compliance with both Staples and destination government requirements.  Educate vendors on requirements.    
· Execute the Staples valuation program including the assist process. Collect all relevant invoices to provide to Customs Broker for declaration.

· Audit financial payments related to Customs. Audit weekly billing statements from Customs Brokers and prepare invoices for payment. 


	                               

	· Maintain recordkeeping program. This includes Customs entries and the other government agency document library such as TSCA statements, FCC statements, Preferential Duty Program statements, FTA declarations, Binding Rulings and Trademark Agreements and Authorization letters. Support internal and external audits as needed. 
	

	· Maintain continuous training to keep current with changing global regulatory policies. This may include       attending seminars, webinars, conferences and via reading trade publications.
Minimum Prior Related Work Experience Required: 
	


· 2-4 years
Essential Skills Required: 
	· 2+ years of direct Customs Compliance experience
· Solid knowledge of Harmonized Tariff Schedule

· Strong knowledge of Word and Excel

	· Detail oriented

· Excellent written and oral communication skills

	


Contact Information to Apply

Sarah Mielke
Recruiter, North America Talent Acquisition

Staples, Inc

T: 262-439-1570
Email: sarah.mielke@staples.com 

