
KOLLSMAN, INC.


EXEMPT POSITION DESCRIPTION

JOB TITLE:
Licenses and Agreements Officer
DATE:


DEPARTMENT:
Trade Compliance - Legal
JOB CODE:


SUPERVISOR'S TITLE:
Sr. Manager, Trade Compliance
JOB GRADE:



MAJOR JOB OBJECTIVES
Support and enhance Elbit Systems of America’s export license and agreements process. Serve as a subject matter expert, providing advice and guidance across the organization.
PRINCIPAL RESPONSIBILITIES
· Major contributor to the company’s Trade Compliance program, serving as an Empowered Official, responsible primarily for supporting and improving upon the export licensing and agreements processes.
· Meet with internal license/agreement requestors and provide guidance on requirements to program personnel. 
· Prepare and submit license and agreement requests to the Directorate of Defense Trade Controls (DDTC) and Bureau of Industry and Security (BIS).
· Monitor progress of submissions within the USG, keeping internal stakeholders apprised.
· Draft and submit Commodity Jurisdiction and CCATS requests.
· Conduct Technology Control Guidance briefings, explaining approved export authorizations to relevant internal parties.
· Conduct audits on expiring authorizations and manage the license close-out process.
· Assist with internal investigations, audits and recordkeeping processes. 
· Provide guidance within the company on the Export Administration Regulations (EAR) and International Traffic and Arms Regulations (ITAR).
· Work with other Trade Compliance personnel to evaluate, streamline and document appropriate procedures & policies to facilitate expedited processing of exports, imports and licensing. 

· Determine USML, ECCN and Schedule B classifications for products as needed.
· Restricted Parties Screening activities.
· Provide advice and guidance on deemed exports for foreign visitors/employees.
· Conduct new hire briefings and other training activities.
· Other trade compliance-related duties, as assigned.

POSITION REQUIREMENTS
A Bachelor's Degree and 5-7 years specialized training in export licenses/agreements or an equivalent combination of education and experience.  Knowledge of various PC software applications is required.  Ability to work independently, with minimal follow-up and guidance. Secret-level security clearance required. 
