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Job Title:  	 		ITC Export Coordinator

[bookmark: _GoBack]Location:  	 		Shelton, CT or Hopkinton, MA 

BE:   			PKI Legal	

Reports To:  		Manager, Trade & Customs 	 


Role Purpose  

This position will be responsible to support the company’s export compliance program as it relates to screening export transactions against general prohibitions of certain end-uses and end-users, applying for dual-use export licenses with the Bureau of Industry and Security, submitting Electronic Export Information (AES) and creating manual invoices for shipments whereas it is not automated.
	
This individual is expected to exercise discretion and judgment in their work and assist the Sr. Export Specialist and Manager of Trade & Customs with following the Export Compliance processes.  

The ITC Export Coordinator reports to the Manager, Trade & Customs – Shared Services and is part of PerkinElmer's CTC.  

This role will be based out of the Shelton, CT site.

Key Responsibilities:

Export Management System:  Understand and execute export control processes and work instructions to ensure compliance with PerkinElmer policies and US export regulations. 

Export Screening: Review and analyse transactions on hold for reasons they are a close match to an entity on the Sanctioned Party List.  

Export licensing:  Support the export licensing application process as outlined in the procedures and work instructions: 
· Identifying transactions that require export licenses 
· Gathering information needed for the license applications
· License application submissions to the Bureau of Industry and Security via SNAP-
· Reviewing and communicating license terms and conditions
· Filing of electronic export information for licensed shipments 
· Troubleshooting discrepancies that would avoid or prevent shipping 
	
Electronic Export Information: Oversee the freight forwarders EEI reporting and submit EEI when PerkinElmer is responsible for the submission.  





Manual Invoices: Review and Approve Manual shipping invoices when needed. 

Freight Forwarder Management:  Work directly with Freight Forwarders and other service providers to effectively provide export instructions and oversight.

Export Classification (ECCN):  Support the classification of Shelton, Hopkinton and One Source Business.

Site export self-assessments: Complete quarterly export self-assessments and report results.

Transfer of Technology:  Provide a license determination for employees requesting physical or systems access to restricted areas.  

Recordkeeping: Maintain records in accordance with PerkinElmer Policy and regulations.  
 
Other Responsibilities:
· Act as back-up for ITC Import and Export Specialist positions.
· End of Quarter/Year End support to operations.
· Attend yearly seminars pertaining to new regulations and policies which may affect the site.

Education/Experience: 
· Experience preferred in same or similar function or supporting role.
· Knowledge of Import and Export trade regulations (Certifications or licensing is a plus).
· General Knowledge of HTS classifications
· Bachelor’s Degree required

Other Skills Sets:
· Excellent communication (written and verbal)
· Good organizational skills and ability to multi-task
· Detail oriented and analytical with high degree of accuracy
· Ability to work effectively with internal customers in different time zones
· Demonstrated experience and familiarity with the Export Administration Regulations (EAR) 
· Experience using SAP and SAP GTS is a plus
· Experience using  SNAP-R and ACE  is a benefit 
· Excellent troubleshooting and problem solving skills
· Ability to work in a team environment 
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