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Position Description
 
Job Title: 	FTZ Specialist				FLSA Status: 	Exempt	
[bookmark: _GoBack]Department: 	Customs & Trade				 

This job description is not meant to be an all-inclusive list of duties and responsibilities, but constitutes a general definition of the position's scope and function in the company.

General Position Summary:
[bookmark: OLE_LINK1]Primary responsibility is overall operational, administrative, and compliance activities of the U.S. Foreign-Trade Zone (FTZ) program maintained by Electrolux. The position is also responsible for supporting the Trade Compliance & Customs Operations Department’s objectives. This position focuses heavily on inventory system monitoring and controls.
 
Essential Functions/Responsibilities:
Based at Electrolux headquarters in Charlotte, this is a new position related to Electrolux’s implementation of and use of FTZ procedures at US-based production & distribution facilities. In the first year it will involve testing the FTZ Inventory Control and Recordkeeping System (ICRS) software and commencing FTZ operations. Inherent in this process are responsibilities for analyzing import and trade related data; knowledge of U.S. Customs and Border Protection (CBP) regulations; familiarity with FTZs; and an understanding of inventory control and recordkeeping procedures.  

Primary job responsibilities include:
· CBP Reporting and Compliance: Prepare FTZ related data and supporting documentation for creating and submitting CBP Forms 214, 3461, 7501, 7512 on a daily, weekly and periodic basis. Prepare annual FTZ Board reports and CBP annual reconciliation reports. Assist with CBP valuation, classification and reporting issues.
· ICRS Operation and Inventory Control:  Operate FTZ ICRS by managing daily inventory balances; monitoring zone admission data; and conducting weekly estimate (import and export) process.  Work with facilities (whether operated by Electrolux or a third party) to proactively address and resolve inventory issues; verify inventory transactions, including but not limited to receipts, shipments and inventory adjustments; investigate and take action on overages and shortages; and participate in cycle counts and / or physical inventory activities on a high level but continuous basis.
· Manage Relationships with CBP, Participating Government Agencies (PGAs) and Grantees:  Act as primary relationship liaison with CBP to ensure proper FTZ procedures including data management relating to inbound receipts; timely admission reporting via the E-214 process; and CBP clearance of goods shipped from both FTZs.  Facilitate relationships with PGAs including FDA, and FCC when required for importation purposes. Assist in compliance with FTZ Grantee requirements for FTZ operations.
· Assist Electrolux in risk management for FTZ purposes by reviewing CBP documentation, auditing FTZ transactions, complying with CBP and FTZ Board requirements.  Participate in continuing education and in turn, assist in training internal departments in areas related to FTZ and CBP compliance and other government regulations that may affect the import of Electrolux products. 

Job Scope:
Job responsibilities are carried out in a work environment that consists of both recurring and non-recurring work situations. Job involves a moderate degree of detail and complexity.

Job tasks will be performed under moderate supervision. Decisions are made within prescribed company policy guidelines and constraints; however, independent judgment is often needed to identify and resolve discrepancies. Errors can cause delays in delivery of goods or result in CBP penalties. Excessive errors may ultimately affect Electrolux’s import process, and may result in a higher risk designation by CBP, thereby increasing the company’s exposure to penalties, exams, or audits.

Interpersonal Contacts:
Contacts may occur with others inside Electrolux, third party operations staff, CBP officers, customs brokers, grantees, third party service providers, and government officials. 

Specific Job Skills:
Candidates for this position should possess a working knowledge of ERP and inventory control systems, warehousing, and logistics activities including import activities and customs brokerage. Candidates for this position should also possess a strong practical knowledge of the US FTZ program and CBP compliance best practices and regulations. 

Candidates must have excellent attention to detail and the mental capability to troubleshoot and solve problems of moderate complexity or difficulty; and problem solve in a proactive, methodical manner. Must be able to work effectively under the pressure of deadlines and comprehend complex issues.

Candidates for this position should have excellent communication and interpersonal skills, be self-motivated and be capable of working either as part of a team or alone.

Proficiency with Microsoft Office with emphasis on Excel and Power Point along with a well-developed ability to read, write, and speak English. 

Education and/or Experience:
Candidates for this position should possess an undergraduate degree in supply chain logistics/distribution, finance, accounting, international business or a similar field of study or possess a minimum of 5 years practical experience in handling customs and international trade related issues; Inventory control; warehousing OR equivalent experience. A current customs broker’s license is desired but not required. 

Federal Background Check required.
Job Conditions:
Job may require hours that exceed 8 hours per day and/or 40 hours per week, especially when working on rush/special projects. Some pressure to meet project completion deadlines. Must be physically able to sit for extended periods of time, bend, stoop, kneel, and operate computer hardware/software, including a keyboard. Limited travel may be required.
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