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Job Opportunity

	Company
	JAMCO GROUP 

	Job Title
	Branch Manager

	Location
	San Diego California

	Salary Range
	

	Relocation Assistance
	


Job Description / Responsibilities / Requirements

SUMMARY:  

Performs highly responsible supervisory and directs the activities of the branch to simultaneously achieve the company objectives.  Supervises, coordinates, plans, and monitors staff personnel and assigns all job duties associated with the branch in order to have effective, efficient, and reliable communication in serving our customers within our target market in an extraordinary manner so that our brand name and reputation continue to flourish.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Manage the current operation.
· Develop new business.
· Be involved in the local industry associations and development foundations.
· Current operations would include overlooking the day imports and exports for our existing accounts, and manage the personnel and the branches own P & L.

· Be responsible for knowing all customs changes in the port for both Mexican and U.S. Customs.
· Report back to the V.P. of Corporate Operations AND Corporate Controller.
· Maintain a clean and an efficient warehouse and office facility.
· Be responsible for branch customer’s inventory and accuracy.
· Be responsible for the customs entry quality assurance and compliance.
· Visit current customers or potential customers in both the U.S. and Mexico.
· Develop new business through our sales force by targeting strategic accounts.
MINIMUM QUALIFICATIONS (Education, Training & Experience):

     

Bachelor’s degree from an accredited college or university in Public Administration, Business Administration, or related field. 

-AND- Four years experience in progressively responsible and varied office management or staff work in a public or private organization, including experience in personnel management, budgeting, or procurement, which include two years at a supervisory level. 

- OR - Associate’s degree from an accredited college or university in Business Administration or related field  

-AND- Seven years work experience of which two years would have been at a supervisory level in the area of executive office and/or related business areas. 
LICENSE AND CERTIFICATIONS:  (If license(s) or certification(s) is required to practice a trade or profession, you must attach a copy.  U.S. Customs Brokerage license required.
KNOWLEDGE, SKILLS AND ABILITIES:

· Knowledge of public and business administration as it relates to the functions, needs, policies, laws, ordinances, and regulations, governing, the Company. 

· Knowledge of the basic principles of budgetary accounting, personnel, administration, and purchasing. 

· Knowledge of part numbers and part usage and understand applications for use. 

· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.
· Ability to communicate in English and Spanish clearly and effectively, both orally and in writing.
· Ability to plan, direct, supervise and coordinate the work of subordinates. 

· Ability to exercise judgment and discretion in applying and interpreting departmental policies and procedures.

· Ability to investigate a variety of administrative problems and make recommendations as to their solutions and to prepare working procedures. 

· Ability to analyze, and appraise and organize facts and evidence and present material clearly and logically in oral or written form. 

· Ability to take and follow directions from supervisor. 

· Ability to give directions to and gain compliance from assigned staff. 

· Ability to perform other duties as assigned.

· Ability to maintain good planning and organizational skills. 

· Ability to use computer hardware, various software programs and technologies, including word processing and spreadsheet programs.

· Ability to maintain a valid Texas Driver License and a good driving record.

· Ability to maintain good health and physical condition sufficient to permit the full performance of the duties of the position.
· Ability to maintain a good and positive working relationship with all co-workers and other contacts.

· Required to comply with all JAMCO’s policies and procedures.

· Ability to follow all rules of telephone courtesy in all telephone communications

Contact Information to Apply:
Norma I. Ybarra, HR Manager

Email:  nybarra@jamcointl.com
956 717 3322
