	 Title:
	Analyst II -  Import  Trade Compliance

	Department(s):
	Purchasing Houston

	Reports To:
	Supervisor- Import/Export Trade Compliance
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Job Summary
This position will work directly with U.S. customs brokers for all US classification requests, review and update U.S. Harmonized Tariff Schedules (USHTS) commodity classifications for all Ensco catalog items,  process daily requests for import documentation (i.e. obtain affidavits and origin certifications) from entire Supply Chain (this includes foreign land bases), ensure follow-up to all Supply Chain requests for policy clarification and/or procedures, maintain USHTS/origin information in supplier and electronic files, audit import "paper” files and generate all ACE (Automated Commercial Environment) reports using the U.S. Customs ACE portal established for Ensco. This position will assist the Senior Import Compliance Specialist with yearly, monthly auditing of import transactions for compliance with U.S. customs regulations

Experience

Minimum of three (3) years in a similar role in a business of similar size and complexity.  

Education, Training, Licenses and/or Certifications 

Required 
Bachelor of Science in Business Administration in Logistics or Customs Brokerage License with applicable experience required. 

Preferred 
Certified Customs Specialist (CCS) certification preferred. 

Certified Classification Specialist (CCLS) certification preferred

Oil and gas, petroleum industry, project management and/or freight forwarding experience is a preferred

Working knowledge of ERP systems, with PeopleSoft experience preferred. 
Principal Duties and Responsibilities
· Plans and directs flow of air and surface traffic to/from foreign destinations. Computes duties, tariffs, price conversions, weight, and volume of merchandise exported/imported to/from foreign destinations. Examines invoices and shipping documents to ensure accordance with federal and global regulations
· Analyze importations and use training and apply knowledge of US customs ruling to properly administer valuation on imports, licensing, and trade compliance regulations. 
· Documentation/Record Keeping ;sets up all new rig requests for returns to USA as well as commercial
· importations from abroad into USA
· Ensures all Importer Security Filings (ISF) for inbound ocean freight are submitted through the customs
· broker accurately and timely
· Collects and manages all import-related documentation as filed by the Customs broker
· Compiles & transmits all broker-requested classification or entry information (i.e. requests for USHTS#,FDA, FCC certification  forms, general delivery instructions)
· Classification; processes all requests for US HTS classification from abroad or from local customs broker
· Maintains the US HTS Import file with current information
· Assigns US HTS# to all new Items Id items and uploads same into PeopleSoft
· Reporting/Auditing ;Assists the Supervisor- Import/ Export Trade Compliance with internal audit processes as needed
· Creates all U.S. Customs reporting through the ACE portal under guidance of Manager – Logistics & Trade 
· Advises Compliance Department of breaches in policy
	
Minimum Requirements for this position
· Recognizes problems and responds, systematically gathers information, sorts through complex issues, seeks input from others, addresses root cause of issues, makes timely decisions, can make difficult decisions, uses consensus when possible, communicates decisions to others.
· Tackles problems and takes independent action, seeks out new responsibilities, acts on opportunities, generates new ideas, practices self-development.
· Has good listening skills, builds strong relationships, is flexible/open-minded, negotiates effectively, solicits performance feedback and handles constructive criticism.
· Understands duties and responsibilities, has necessary job knowledge, has necessary technical skills, understands company mission/values, keeps job knowledge current, is in command of critical issues
· [bookmark: _GoBack]Is attentive to detail and accuracy, is committed to excellence, looks for improvements continuously, monitors quality levels, finds root cause of quality problems, owns/acts on quality problems .
· Ability to gather and analyze/synthesize data, confirming its accuracy and adequacy as an integral part of the collective analysis/synthesis process.
· Demonstrated ethical and effective leadership and influencing skills and practices.
· Knowledge of financial accounting, purchasing and management systems.
· Physically capable of being transported to an offshore rig by boat or helicopter.
· Proficiency in Microsoft Excel at an advanced level (use financial and logical functions; work with multiple worksheets and workbooks; edit and use macros; import and export information).
· Working knowledge of document control systems and databases.

Minimum Requirements for all Ensco positions 

· Excellent conflict resolution skills and the ability to diplomatically handle confrontation
· Commitment to Ensco’s high standard of safety and willing and able to comply with all safety laws, as well as Ensco’s safety policies standards and procedures
· Able to display commitment to Ensco’s safety culture through personal behavior and willingness to influence others
· Must be willing to report safety violations and potential safety violations to appropriate supervisory or management personnel
· Ability to maintain organization in a changing environment 
· Ability to multi-task and establish priorities
· Must have strong communication and interpersonal skills with the ability to communicate effectively
· Must have excellent team-working and organizational skills
· Work effectively alone or as part of a team on projects
· Exercise sound judgments and make decisions in a manner consistent with the essential job functions
· Maintain flexible attitude and approach towards assignments and successfully operate under ambiguous guidelines.
· Able to maintain regular and acceptable attendance 
· Available and willing to travel to such locations and with such frequency as determined necessary to meet business needs
· PC proficiency required - competency with Microsoft Office Software suite version 2007 or greater

Disclaimer 
The above statements are intended to describe the general nature and level of work being performed by employees assigned to this job. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
Ensco is an equal opportunity employer in all aspects of employment to all individuals regardless of race, color, religion, sex, national origin, age, disability, veteran status, genetic information, sexual orientation or any other non-job related factors.
Ensco’s Vision & Values
Ensco’s Vision
Ensco is constantly looking for new talent.   As the offshore driller of choice, we will go beyond what is expected to achieve a safe zero-incident workplace and to be the clear choice among employees, customer and investors.  Are you looking for your next opportunity?  See if you have what it takes to join our team, and if you see yourself within our Core Values. Apply now!
Ensco’s Core Values
Ethical behavior
No harm to people, property or to the environment
Success for employees, customer and shareholders
Can-do attitude
Operational excellence


JOB DESCRIPTION ACKNOWLEDGEMENT 

I acknowledge that I have read and understand fully all of the listed duties and responsibilities, and I agree that I am able to perform all duties as outlined with or without reasonable accommodation.

Employee Signature and Date
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