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	Job Title:
	Import Compliance Officer
	Job Level: 
	

	Department:
	Contracts
	Job Category:
	Support Support

	Reports to Title:
	Director of Contracts
	FLSA Status:
	Exempt

	HRIS Code:
(Paygrade)
	
	Revision Number:
	1

	Revised By:
	 Kevin Pearson
	Revision Date:
	12/19/2017

	

	Summary

	
This position supports all of the Safran Electrical & Power USA LLC (SE&P) business units. SE&P manages millions of dollars worth of imports annually and this role is critical for its compliance to all US Customs requirements. Working with all levels and departments with the company, the Import Compliance Officer is responsible for Import Compliance through the execution and oversight of all import procedures related to the business conducted by SE&P. 


	Essential Duties and Responsibilities

	
List in order of importance the essential functions of the job; describe what must be accomplished, not how it must be done; include quality and quantity standards.

· Responsible for Import compliance through the execution and/or oversight of all import processes including, but not limited to:
· Tariff Classifications
· NAFTA, CAA & other Free Trade Agreement(FTA) qualifications
· Country of Origin Determination
· Valuation
· Reconciliation
· Record Keeping
· Post-Entry Audits
· Anti-Dumping and Countervailing Duties
· Develops and maintains relationships with Customs Brokers and related government agencies
· Maintains the Customs Broker Standard Operating Procedure (SOP) and ensures that all SE&P customs brokers are in compliance
· Maintains the SE&P Product Classification Database (PCD)
· Coordinates all import related activities and communication among SE&P sites
· Performs audits, internal and external, as a part of ensuring Import Compliance
· Makes reports and presentations to the highest levels of the company
· Adheres to safe work practices and contributes to the evolution of the health, safety, and environmental program and culture.
· Regular, predictable attendance is required
· Other duties may be assigned.


	Qualifications

	To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

All qualified applicants will receive consideration for employment without regard to race, color, age, ethnicity, religion, sex, sexual orientation, gender identify, national origin, disability, veteran status, genetic data or other legally protected status.


Note for level:
· Basic: Incumbent is able to use their knowledge/skill with support by more experienced individuals.
· Advanced: Incumbent is able to independently use their knowledge/skill.
· Expert: Incumbent is able to train others on their knowledge/skill.

Education and/or Experience
•     Requires a Bachelors Degree in Business, Supply Chain, Logistics or other related fields from an accredited institution or 10 years of Customs/Import related experience
· Requires a minimum of 5 years of experience in Customs/Import related functions/roles
· Preference will be given to bilingual candidate (English-Spanish)

Knowledge/Skills
•     US Customs Processes - Expert
· Cross-border and Reconciliation Processes - Advanced
· Written and Verbal Communication - Advanced
•     Proficiency with Microsoft Excel and Word - Advanced
•     Ability to manage multiple priorities - Advanced
· Attention to Detail - Advanced
· Negotiation Skills - Advanced
· Ability to be proactive and self-starting - Advanced
•     Knowledge of ERP systems - Preferred  

Certificates, Licenses, Registrations 
· Prefered Licensed Customs Broker (LCB) and/or Certified Customs Specialist (CCS) certifications



	Supervisory Responsibilities

	List the supervisory responsibilities this position must perform; include the department or position titles responsible for and the level of authority exercised in performing the responsibilities.

N/A

	Physical Demands

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position sits and performs computer work for extended periods of time..

	Work Environment

	The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The work environment is an office setting with moderate office noise.  Must be available for business travel as needed.



Nothing in this job description restricts management's right to assign or reassign duties and responsibilities to this job at any time. This job description does not constitute a written or implied contract of employment.
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