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Description and Responsibilities: The Import/Export Specialist is responsible, as part of trade compliance team, for ensuring import/export compliance, including, but not limited to, tariff classification, valuation, free trade agreements, country of origin, Customs entry, record keeping and import /export compliance.  
Essential Functions and Duties: 

Communicates directly with internal customer service representatives, engineers, procurement specialists and technology experts to obtain information about products in order to assign Harmonized Tariff System (HTS) classification codes and ECCN codes to company’s products  
Prepare and ensure all transactions meet trade compliance/regulatory requirements for completeness and accuracy 
Conducts periodic internal export and import compliance audits
 
Audits all import documents to validate accuracy and notify brokers/freight forwarder of any corrections.

Keep and maintain accurate and complete record of all import and export transactions 
 
Complete Export compliance/ End User  screening 

Assists with Free Trade Agreements, analysis and applying for certificates of origin, etc as needed 
Develop, maintains and follow compliance controls, processes and procedures (with recommendations for improvements as needed) 

Skills and Qualifications: 
1. Bachelor’s degree and/or equivalent experience 
2. Minimum 3 years related experience    
3. Be able to analyze technical data and clearly articulate the appropriate HTS and ECCN
4. Customs Brokers license preferred 
5. Have Strong Harmonized Tariff System (HTS) classification and Export Control Classification Number (ECCN) skills. 
6. Be knowledgeable in all areas of U.S. Customs Regulations regarding Customs clearance process, classification, valuation and origin rules.
7. Be familiar with Commercial Environment (ACE) AESDirect. ( run reports etc) 
8. Be very detailed oriented and have technical aptitude for manipulating data using Excel, Access, Oracle and other ERP platform software and additional proprietary software systems
9. Be able to work independently
10. Proficient use of Microsoft Office (Access, Excel, Word) 
11.  Ability to work in a fast paced, team environment 
12. Strong written and verbal English language skill
