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Date:		June 2018
Job Title:	Import Compliance Analyst
Reports To:	Import Compliance Manager
Location:	Ventura, CA

General Summary

The Import Compliance Analyst is a key contributor and process enabler for the Import Compliance team.  This individual will work closely with the Import Compliance Manager to ensure full compliance with U.S. import laws, minimize delivery delays and optimize amount of duty paid to U.S. Customs.  

Essential Job Functions

Compliance
· Classify imported products in accordance with the HTSUS, including proper application of the GRIs, and section & chapter notes. Develop tools for maintaining consistent classification application.  
· Audit entry summaries to ensure accuracy of classification, valuation, country-of-origin, MID and free trade agreements.  Initiate corrections with customs brokers and freight forwarders, as needed.  
· Prepare CBP ruling requests, PSCs, Protests, CF 28/29 responses and other CBP filings.  
· Provide administrative support for Free Trade Agreement programs.  
· Compile and review records in support of external audits for First Sale and ISA programs.

Operations
· Responsible for day-to-day communications with customs brokers, freight forwarders, vendors, internal teams and related parties to ensure entries are filed correctly, timely, and accurately.  
· Verify documentation from overseas suppliers is complete, accurate and in compliance with international trade laws.
· Ensure all Importer Security Filings (ISF) for inbound ocean freight are submitted through the customs broker accurately and timely 
· Provide administrative support for First Sale entries, audits and trainings.
· Manage electronic recordkeeping program for the Import Compliance function; to include creation, maintenance and organization of all applicable records.

C-TPAT/Other
· Provide administrative support for C-TPAT program; to include C-TPAT manual updates, questionnaire management, audit reviews and CAP follow-ups. 
· Provide administrative support for Forced Labor Compliance program.  Liaise with Social/Environmental Department. 
· Work closely with the Import Compliance Manager to develop processes, procedures and training materials in support of Patagonia’s Import Compliance program.
· Implement periodic trainings for internal stakeholders, as necessary.
· Create and maintain recurring reports and analytics for senior management.
· Other duties as assigned, in support of the Customs and Trade team.

Physical Requirements
· Must be able to sit for extended periods of time.
· Must be able to look at a computer screen for extended periods of time.
· Must be able to safely lift boxes up to 55 pounds.
· Ability to maintain a composed and professional demeanor within a flexible and (at times noisy) work environment.
· Limited travel – however candidate should be able to travel domestically and internationally if needed.

Minimum Job Qualifications
· Bachelor’s degree in Logistics, Supply Chain, Economics, International Affairs, Legal Studies or related field required. 
· Minimum 1-2 years of compliance experience in textiles and apparel, including classification, GRIs, valuation and origin requirements.  
· Highly proficient with MS Office, especially MS Excel vlookups & pivottables.  
· Extreme attention to detail, organization and follow-through. Excellent analytical and problem solving skills.
· Ability to provide quality customer service to both internal and external contacts, regarding matters of a complex nature. Requires patience, creativity and discretion.
· Precise written and verbal communication skills.
· Able to work well under pressure and deadlines.
· Ability to work cooperatively across multiple departments. Comfortable with team-based work structure; ability to remain flexible to change within the work environment and scope of responsibility.
· Demonstrates initiative; able to work independently and in a fast-paced and deadline-oriented environment.


Preferred Job Qualifications
· Experience with trade preference programs, free trade agreements, and CBP administrative filings, inquiries, and audits. 
· Track record of building Compliance programs and seeking process improvement opportunities.
· US Customs Broker License, or intent to gain license within the first three years in the position.
· Experience with product lifecycle management, Software as a Service (SaaS), ERP and warehouse management systems a plus.


Employee Conduct
“It is the responsibility of every employee to contribute to a positive work environment through cooperative and professional interactions with co-workers, customers and vendors.
