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Location:  Edgewood

	JOB DESCRIPTION
	


Job Title:  Deputy Trade Compliance Officer


Reports To: Trade Compliance Officer 
 
Department:  Legal and Compliance



FLSA Status:   Exempt
SUMMARY OF ESSENTIAL FUNCTIONS:

Assist with import-export licensing, training and auditing activities to ensure compliance with all U.S. Trade Regulations including but not limited to Customs (CBP) regulations, International Traffic in Arms Regulations (ITAR), Bureau of Alcohol Tobacco & Firearms (ATF) Regulations, Office of Foreign Asset Controls (OFAC) and Export Administration Regulations (EAR).  
SPECIFIC DUTIES, ACTIVITIES AND RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO:

· Stay current with changes to USG Regulatory requirements

· Assist in determinations of Import and Export classification of products and technology 
· Assist preparation of CJ and CCATS applications

· Maintain Import & Export determinations on the Product Classification database  
· Review proposed use of Import and Export license exemptions and exceptions  
· Assist in investigation and preparation of potential Voluntary Disclosures documentation
· Support the management of Agreements and related documentation and records

· Support TCO in Import and Export Audits and maintenance of Audit records

· Assist in preparation, monitoring and update of Customs bonds, State Department Registrations, ATF registrations etc.

· Participate in preparation and provision of new employee training as well as focused training sessions
· Maintain compliance documentation as required

· Assist maintenance of import and Export Procedure Manuals

· Support management of GTS (Global Trade Systems) screening

· Support and assist in management of Travel and Visits Request Forms

· Must comply with company health, safety and environmental and ethics policies.

· Must comply with all applicable U.S. export and security regulations

· Support General Counsel and assist Edgewood TCO as needed 
POSITION REQUIREMENTS:

· Effective verbal and written communications skills

· Ability to work effectively under time/workload pressure

· Minimum five years’ experience working in a similar position related to Import / Export Compliance

· Working knowledge of US Customs, Commerce and State regulations

· Experience: a) Bachelor degree with minimum of five to seven years’ related experience; or 

b) No bachelor degree but with minimum of ten years’ related experience 
· Must be eligible for US security clearance  
Approvals:

____________________________ 
     _____________________________
_____________________________

Supervisor/Date


     Manager/Date


       
Human Resources/Date
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