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Job Opportunity

	Company
	CFM Materials (Safran/GE Joint Company)

	Job Title
	Import/Export Coordinator

	Location
	Grand Prarie, TX

	Salary Range
	TBD

	Relocation Assistance
	None


Job Description / Responsibilities / Requirements

 Import-Export Coordinator 
Classification: Exempt 

Reports to: Operations Manager 

Date: 7/24/2018 

Summary/Objective 
The Import / Export Specialist is responsible for defined work or projects with moderate complexity. In this role you will follow an individual work plan, meet day-to-day short-term objectives, and resolve issues through immediate action or short-term planning. 

Essential Functions/Responsibilities 
Responsible for the import / export country compliance processes 

Work closely with finance, sales and operations teams to develop processes to assure compliance with all country requirements 

Responsible for implementing processes consistent with local regulations, and will be responsible, operationally, for driving adherence to each process 

Responsible for integrating the compliance processes into the process, working closely with portfolio specialists to operationally compliance 

Effectively classify products and commodities through collaboration with internal parties; as well as, by means self-classification methods 

Develop and own operational metrics to assure compliance to all import / export country compliance processes 

Initiate and follow up on all international purchases / sales 

Prepare / maintain reporting of current status and progress of all import / export activity to operational and finance teams 

Provide guidance and support in the selection of vendors related to imports/exports such as transportation, insurance, storage, customs agents, etc. and follow up and control of all activities with those parties 

Prepare and verify shipping documentation and arrange and monitor transportation 

Seek areas of opportunity to implement change in alignment with compliance guidelines and meet company cost saving initiatives 

Responsible for administrative duties and customer service as needed 

Competencies 
Ability to work in a team environment with strong project management skills 

Strong oral and written communication skills 

Strong interpersonal and leadership skills 

· Proven ability to meet deadlines in fast paced changing environment 

· Required Education and Experience 
· Bachelor’s degree from an accredited university or college (or a high school diploma/GED with at least 4 years of experience) 

· Experience in import/export compliance and logistics 

· Additional Eligibility Requirements 
· Demonstrated import/export compliance coordination in a similar industry 

· Knowledge of Foreign Trade Regulations and U.S. Customs and Border Protection Regulations 

· Knowledge of INCOTERMS 

· Department of Transportation, International Air Transport Association, and HAZMAT requirements preferred 

Work Environment 
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 

Physical Requirements 
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. 

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand; walk; use hands to finger, handle or feel; and reach with hands and arms. 

Travel 
No travel is expected for this position. 

Supervisory Responsibility 
This position has no supervisory responsibilities. 

This description has been designed to indicate the general nature and level of work performed by an employee within this position. The actual duties, responsibilities and qualifications may vary based on assignment. All qualified applicants will receive consideration for employment without regard to race, color, ethnicity, religion, sex, national origin, disability, veteran status, genetic data or other legally protected status.
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