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Job Summary
The Trade Analyst’s substantive focus will involve global import compliance. This includes tariff classification and import regulatory matters. Under the direction of the team’s senior staff, or attorneys, the incumbent will interact regularly with clients, vendors and government agency employees.

Job Responsibilities
· Collects, enters, and presents data using spreadsheets, databases, and presentation software. 
· Prepares CBP ruling requests, protests, CF 28/29 responses and other CBP filings. 
· Classification of items under the Harmonized Tariff Schedule (HTS), including proper application of the General Rules of Interpretation (GRIs), and section & chapter notes. 
· [bookmark: _GoBack]Assists senior specialists and attorneys with all aspects of customs administrative filings, inquiries and audits, import regulatory matters and compliance. 

Knowledge, Skills and Abilities
· Advanced knowledge of MS Excel, proficiency in the use of MS Access, and basic knowledge of statistical sampling techniques to independently produce complex reports.  
· Ability to provide quality client service to both internal and external contacts, regarding matters of a complex nature. Requires patience, creativity and discretion.
· Intermediate knowledge of other MS programs to produce quality written communications such as memos, slides, and other standard work documents. 
· Demonstrated ability to communicate clearly and effectively, both orally and in writing.
· Demonstrated ability to organize and prioritize work in a dynamic and complex environment to meet deadlines and daily requirements.
· Ability to work both independently and as part of a team.
· Ability to adapt to changing priorities and maintain a productive and committed work effort, meeting deadlines, and managing workload.
· Demonstrated ability to work effectively with others in a cooperative, enthusiastic, and friendly manner to accomplish position functions and participate in team efforts. 

Education
The position requires a Bachelor’s Degree in International Affairs, International Business, Economics, or related field. 

Experience
Minimum of 1 year any of the following:
· Import regulatory matters and compliance to include trade preference programs, free trade agreements, and U.S. Customs and Border Protection (CBP) administrative filings, inquiries, and audits; experience with AES and/or ACE. 
· Classification of items under the Harmonized Tariff Schedule (HTS), including proper application of the General Rules of Interpretation (GRIs), and section & chapter notes. 
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A job description is a general description of the function and major duties of a job. It may not specify additional minor duties, tasks, and assignments associated with the job. It is not intended to limit or in any way modify the right of management to direct, assign, and control the work of employees in a department. Accuracy, attention to detail, ability to work effectively in a team environment, and ability to work in an atmosphere of multiple projects and shifting priorities are requirements of all jobs at Crowell & Moring LLP. The essential job responsibilities described in this document will be evaluated for purposes of accommodation for an otherwise qualified person with a disability. Job descriptions are subject to periodic review and revision. 
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