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SHURE INCORPORATED
 
			Date:  10 April 2019 
	
	Job Title:
	Import/Export Specialist
	Division:
	OPS

	Pay Type:
	
	Grade:
	

	Location: 
	Rotterdam, The Netherlands
	
	



	Summary Statement: The Import/Export Specialist performs a variety of work and analysis to ensure that we are in compliance with European Union customs regulations. Assignments are completed with minimum supervision and the Associate’s input and recommendations are encouraged. Associate will be working with other departments, outside agents, customs brokers, and attorneys. Will represent the department at internal meetings or functions outside the office. 

	



	Representative Duties: (Include only the duties that account for 5% or more of the work)

	· 
Works with the Global Trade team on customs and compliance tasks and projects
· Assists in the implementation of both import and export global procedures.
· Processing all necessary import and export documents
· Manage HS Codes for existing and new products and maintenance of relevant foreign trade master data
· Support the export control functions such as sanction list screening and dual use checks
· Manage intrastat reporting
· Works with other departments to insure that necessary documentation is maintained and in compliance with customs regulations (e.g. Country of Origin certificates and HS codes) and, when applicable, is entered correctly in SAP.
· Optimizing processes, creation of work Instructions and job aids
· Oversight of special Customs procedures such as CARNET ATA, A.TR,
· Assists in the Post Entry Audit process as well as the  reconciliation of entries, as needed
· Works with brokers, agents, customs authorities, chamber of commerce and other third parties to resolve problems and obtain necessary clarification of questions.
· Participates in meetings with Global Trade team
· Other duties as assigned.



	Requirements: 

	· [bookmark: _GoBack]Apprenticeship or bachelor’s degree, preferably in Business or Supply Chain.
· Entry level or 2 years of experience
· Experience with import and export customs processes is preferred.
· Able to exercise judgment within defined procedures and practices to determine appropriate action.
· MS Word and Excel experience required.
· SAP experience preferred
· Strong Analytical skills
· Strong time management and organization abilities
· Good written and verbal communication skills



For fields below, refer to list of choices contained in the job descriptions instructions
	Attributes
	

	Physical: 
	Sitting,  talking, hearing, grasping, feeling, walking, standing, crouching, lifting, pulling, pushing, repetitive motions

	Physical Mode: 
	Sedentary work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.

	Visual: 
	Level A - Typical of Clerical, Administrative, Machine Operation, Close Assembly, Inspection

	Working Conditions: 
	Office; Worker subject to inside environmental conditions; protected from weather conditions, some temperature changes.



	The above description reflects the general details considered necessary to describe the principal functions of the job identified for the purpose of job evaluation.  It should not be construed as a detailed description of all work requirements that may be inherent in the job nor shall it be construed as giving exclusive title to every function described. Reasonable accommodations may be made to enable a person with physical disabilities to perform the job.


Approval	
Signature:  ____Dave Thomas_____________________________ Date:  _____10 April 2019_______


	




	



