



1. Master Job Profile –  Trade  Compliance Coordinator (Analysis)
a. Summary of job contents
Analyze and Reconcile  FTZ Inventory to SAP MM Inventory.  Identify patterns and issues and formulate suggestions to correct.   Perform Inventory Reconciliation for adjustments made by Logistics Group and identify patterns and trends.  Daily reporting on adjustments also required.  Help to maintain U.S. Customs and Festo Compliance levels.  Supports Trade Compliance Management with Trade Compliance related projects. 
Key accountabilities
· Run Reconciliation Report for FTZ daily, investigate discrepancies, fix systems and identify and report on any patterns/trends.

· Run Inventory Adjustment Reports for previous day and investigate specific adjustments to see if they are correct.   Identify patterns in adjustments and report on any patterns/trends.
· Assists/Trains Warehouse and other internal personnel in resolving receiving procedural issues in regards to the inventory.
· Run and Reconcile other reports for the FTZ and identify patterns and trends found.

· Evaluates warehouse receiving activities to ensure put-aways are completed within expected time-frames 

· Other tasks and responsibilities may be assigned as required 

b. Core dimensions
· Interacts with various levels of employees both in the corporate offices and internationally.   May also interact  with field personnel.

·  Knowledge and some experience of other roles within department to provide “back-up” as needed.

· Collects and maintains  data and prepares reports or charts utilizing appropriate software based on direction of Management personnel.

c. Knowledge/skills/experience
	Specialist Knowledge:
	

	Technical knowledge
	n/a

	Knowledge of products
	n/a

	Knowledge of customers
	n/a

	Knowledge of market/industry segments
	n/a

	Knowledge of Festo as a company
	n/a

	Business knowledge
	n/a

	Management knowledge
	n/a


	Skills:
	

	Language Skills:
	English Language

	Computer Skills:
	 MS Word, Excel and PowerPoint, Business Objects


	Knowledge & Experience
	

	Education
	HS Diploma Minimum

	Experience:
	Minimum 2 years import and export and/or warehouse experience.  Previous Inventory Experience also required.  Previous SAP experience, especially in MM Modules and Production

	In Festo:
	

	Special experience in a 

particular industry segment:
	

	Special experience in a 

particular function:
	Experience with Excel, MS Word, Data Entry 

	Management experience:
	n/a


d. Competencies
	Basic Competencies 
	Very important
	Important
	Less important

	Performance orientation
	X
	
	

	Problem solving
	X
	
	

	Openness and Flexibility
	X
	
	

	Toughness
	
	X
	

	Personal planning and Organisation
	X
	
	

	Communication
	X
	
	

	Team working
	X
	
	

	Tolerance
	
	X
	


	Function-specific Competencies
	Very important
	Important
	Less important

	Strategic orientation

	
	
	X

	Critical and Entrepreneurial Thinking 

	
	
	X

	Conflict Management

	
	
	X

	Innovation and Creativity
	
	
	X

	Negotiation Skills

	
	
	X

	Role model and Leadership motivation
	
	
	X

	Leading, Planning and Organizing

	
	
	X

	Delegation

	
	
	X
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