

JOB DESCRIPTION

JOB CODE:              229190
BUSINESS TITLE:   Senior Trade Compliance Analyst
BUSINESS UNIT:     Office of Ethics + Compliance, Global Trade Compliance
Date last Updated:   2018
______________________________________________________________________

POSITION DESCRIPTION:

This position is a member of the Global Trade Compliance team who, through research, knowledge of trade regulations and effective analysis, will support Medtronic’s global trade compliance programs and efforts in accordance with Medtronic’s established seven (7) compliance elements and by managing projects, developing and implementing procedures, identifying gaps and assisting with resolution of issues.  
____________________________________________________________________

KEY RESPONSIBILITIES may include the following and other duties may be assigned:
· Assist Global Trade Compliance Director and directorate in building a sustainable global export compliance program for all Medtronic regions and business units in accordance with Medtronic’s established seven (7) compliance elements;

· Support global import and export compliance programs by assisting in the preparation of required filings or other communications;
· Build and run reports from Automated Commercial Environment (ACE) and similar systems to support directorate needs;
· Support Global Trade Security process owner in writing program materials and conducting annual risk assessments;
· Conduct research and data collection from internal and external partners to support programmatic policies and functions to include Harmonized Tariff Schedule (HTS), Country of Origin (COO), Valuation and Export Controls regarding Restricted Party Screening, Sanctioned Countries and Antiboycott;
· Assist with compliance reporting, data mining and analysis, and metrics reporting;
· Support internal compliance audits and assist with managing external audits from government trade-related agencies;
· Assist in remediating trade compliance issues as necessary, including but not limited to putting together project plans, connecting resources to find solutions, documenting resolutions, and documenting remediation plans;
· Support Medtronic’s process for reviewing potential boycott requests and support compliance with the Medtronic Antiboycott Procedure, in partnership with Corporate Legal Counsel and Regional Legal Counsel;
· Support antiboycott training program, including drafting and updating training materials and guidance documents;
· Collect and retain records in response to third-party inquiries relating to Medtronic compliance practices and business activities;
· Maintain accurate data and recordkeeping
· Develops, implements, administers and certifies compliance policies, procedures, and practices.

· Ensures alignment with legal and ethical standards of the organization.

· Provides compliance advice, investigates complaints and verifies deficiencies are corrected.

· Develops employee communication and training programs that focus on the elements of a company-wide trade compliance program.

· Analyzes metrics and audits functional trade-compliance program.

· Maintains current knowledge of laws, regulations and industry guidance that impact the company's trade-compliance program.

BASIC QUALIFICATIONS:
EDUCATION REQUIRED:
· Bachelor’s Degree
YEARS OF EXPERIENCE:
· 4+ years of experience in import/export trade compliance and/or import/export trade law with a Bachelor’s Degree; or, 2+ years of experience with an advanced degree
SPECIALIZED KNOWLEDGE REQUIRED
· Experience with MS Office

· Project or program management skills

· Experience implementing and overseeing compliance with antiboycott procedures and processes

· Familiarity with conduct and language that is prohibited and/or reportable in accordance with U.S. Antiboycott Laws
· Working knowledge and experience in export compliance, policies, audit procedures, HTS classification and ECCN

· Commodity classification experience

· Knowledge and understanding of Bureau of Industry and Security laws and regulations

· Knowledge of export trade compliance
· Understanding of HTS and ECCN 
· Understanding of U.S. Customs & Border Protection (CBP) CROSS system application
· Experience working with other government agencies, especially BIS and similar agencies globally 
· Familiarity with 31 Code of Federal Regulations (31 CFR)
· Familiarity with 15 Code of Federal Regulations (15 CFR)

· Experience with U.S. Customs and Border Protection (CBP), Export Administration Regulations (EAR), U.S. Treasury Office of Foreign Asset Control (OFAC), Bureau of Industry and Security (BIS) and Customs Trade Partnership Against Terrorism (C-TPAT)

DESIRED/PREFERRED QUALIFICATIONS  
· Bachelor’s Degree in International Trade, Supply Chain, Finance, Tax, Accounting or other related field

· Experience in dangerous goods/hazardous materials transportation regulations

· Familiarity with the Tax Reform Act (TRA)

· Familiarity with 19 Code of Federal Regulations (19 CFR)

· Problem solving, innovation, critical thinking skills
· Detail oriented with strong analytical, administrative and organizational skills
· Experience in global markets and matrixed organizations

· Experience in the medical device industry is a plus
· Knowledge of SAP Global Trade Services (GTS) is a plus
· Trade expert, with demonstrated expertise in both import and export Compliance

· Self-motivated and possess ability to handle multiple tasks in a fast paced and changing environment

· Experienced in data analytics

· Experience in developing project plans, meeting deadlines and managing diverse stakeholders

· Comfortable with fast-paced, shifting priorities

· Excellent written, interpersonal, collaboration and communication skills

· Detail oriented, quick learner, well-organized and able to process large volumes of data and information

· High proficiency with MS Excel – data analysis, VLOOKUP, data manipulation, pivot tables, formulas and macros

· Proficiency with SharePoint and other web-based platforms

· U.S. Licensed Customs Broker and/or Certified Export Specialist
· Understanding of 21 Code of Federal Regulations (CFR)

· Excellent communication skills (oral, written, presentation) with ability to communicate across all levels of the organization

· Excellent organizational and multitasking skills 

· Effective time management/prioritization skills

· Proven problem-solving and decision-making skills

· Ability to work with middle and upper management to meet expectations

· Ability to work independently with minimal supervision

______________________________________________________________________

PHYSICAL JOB REQUIREMENTS: 

· The physical demands described within the Responsibilities section of this job description are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is regularly required to be independently mobile. The employee is also required to interact with a computer, and communicate with peers and co-workers.
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