	JOB DESCRIPTION

Name:  Victor Phillips
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	JOB POSTING
Shift:  Monday – Friday, 8am – 5pm
Pay Grade: 11
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	Job Title:
	Import Specialist

	The person is in charge of:
	Import processes and compliance

	Responsibility: 
	· Implement processes to achieve CBP import compliance

· Manage and control customs brokers 

· Review and verify all broker entries (classification, duty %, GSP, etc.)

· Check and approve all broker entry packages before sending to Accounting for payment

· File entry packages according to CBP regulations

· Instruct brokers when CBP entries must be revised

· Maintain GBO Product Classification (HTSUS) database

· Supply brokers with quarterly update of HTSUS database

· Schedule and deliver employee training to support compliance

· Maintain GBO Compliance Manual and import forms (templates)

· Maintain import tracking database

· Assist with management policy and procedure reviews/audits

· Assist purchasing agents when required 

· Other duties as needed


	Authority, competences:


	· Represent GBO in dealings with CBP and brokers

· Engage with other departments to achieve compliance

· Organize and prioritize work effectively
· Develop and implement CBP compliant processes and recordkeeping


	Job Requirements:


	· Import experience 

· Knowledge of CBP regulations
· Microsoft Office

· Analytical and math skills

· ERP experience

· Effective oral and written communications
· College degree or equivalent experience

	Physical Requirements:
	· Must be able to stand and sit for up to 12 hours and be able to lift 50lbs


We are an Equal Opportunity Employer. All qualified applicants will receive consideration for employment without regard to race, religion, creed, color, sex, sexual orientation, gender identity, genetic information, age national origin, veteran status, physical or mental disability or any other characteristics protected under applicable federal, state or local law.
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