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JOB DESCRIPTION




JOB TITLE
         Duty Drawback Specialist
JOB HOLDER


LAST NAME: 
(TBD) 

FIRST NAME: 
(TBD)

REPORTING TO
Supply Chain Services

LAST NAME: 
Neubauer

FIRST NAME: 
Jeffrey

LOCATION
Fort Worth, TX

JOB DESCRIPTION UPDATE:
11/07/2017


MAIN PURPOSE

The Drawback Position will be responsible for the professional handling and oversight of the companies duty drawback program, including the preparation review and filing of claims, and working with the Company’s internal inventory systems and databases to identify and capitalize on additional drawback opportunities.  
KEY RESPONSIBILITIES:
Preparation, review and filing of Direct ID, Substitution and MPF duty drawback claims 
· Utilize drawback software to prepare, process and directly file electronic Direct ID claims;  Validate that data and information in draft system-generated claims reports the actual transaction details as reflected in import and export paperwork; Manage system to prevent multiple claims against a single imported article and to weed out ineligible pieces;  Investigate, as necessary, movement histories of individual pieces in SAP; Strategically manage available accelerated payment levels under Company’s drawback bond
· Review for accuracy and completeness Substitution claims prepared by outside broker, and regularly validate the integrity of the broker’s matching system     

· Prepare annual MPF drawback claims utilizing data in Direct ID claims covering same pieces 

· Ensure that preparation, review and filing of all claims is in accordance with Customs requirements and with the companies written internal controls in this area  

· Review of Drawback claims prepared by others on Company’s Drawback Team  

· Compile and maintain files supporting drawback, including import entry packages, export shipment paperwork and  proof of export 

· Review responses from Customs and Customs’ system, and requests for information in desk audits, prepare formal responses, submit supporting documentation when requested and troubleshoot any transactional or systemic issues
· Participate in Customs periodic audits of the drawback program 
Leverage The Companies historical performance and further qualify additional drawback opportunities 
· Monitor all export shipment streams to identify new and emerging drawback opportunities
· Help refine and maintain internal structures ensuring that the Drawback Team is aware of, and takes appropriate action on, all potentially drawback-qualifying export streams   
· Oversee compliance with the company’s internal controls concerning the Company’s Realization of Drawback Potential  
· Set and abide by regular schedule for the filing of drawback claims  
· Assist in the development of competencies needed by the Company to eventually self-file Substitution  claims 

PRE-REQUISITES FOR THE JOB

· Areas of competencies

3+ years of experience filing drawback claims working within Customs electronic environment (ABI and / or ACE) 
Experience working with drawback matching software within an exporter company preferred 

Must have Customs Brokerage Import experience and have deep engrained knowledge of all fields in CBP import and drawback forms 
The position involves some data entry work, including converting data into electronic format where matching of imports with exports is not accomplished with the use of matching software  
Exceptional analytical, written, & verbal communication skills
Proficient in Outlook, Word, Excel, Access and operational systems
Knowledge of CBP compliance and drawback rules & regulations
· Required aptitude and qualities
Superior organizational and problem solving skills, ability to multitask
Significant attention to detail
Must have strong technical skills.
Ability to work independently and manage multiple deadlines
Overall enthusiasm for departmental success
Strong interpersonal skills and people orientated approach
Flexibility with scheduling as demand requires
· Languages

Must be fluent in English.
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