Job Details
Description
Position Summary
Perform functions to support Trade Compliance Department including developing and tracking procedures required for corporate policies and enterprise risk management. 
Essential Job Responsibilities
1. Review, mark-up and negotiate non-disclosure agreements, sales agreements and purchase agreements.
2. Problem-solve creative ways of improving processes, work collaboratively with multi-disciplinary team to implement.
3. Respond to customer’s vendor surveys.
4. Maintain records according to records retention policy.
5. Control and maintain Global Data Base for location control of A-category products.
6. Act as a liaison between Japan sales, local sales, and logistics to facilitate obtaining the proper Japanese export license for controlled products orders.
7. Assists in collaborating with other departments to direct compliance issues to appropriate existing channels for investigation and resolution.
8. Identifies potential area of compliance vulnerability and risk, develops and implements corrective action plans for resolution of problematic issues, and provides general guidance on how to avoid or deal with similar situations in the future.
9. Assists in auditing the performance of the Compliance Program and relates activities on a continuing basis, taking appropriate steps to improve its effectiveness.
10. Assist in the development of written procedures in completing paperwork requirements for corporate
11. Receive updates from the Corporate Compliance Office and Sales and Services in maintaining department procedures.
12. Identify high risk projects and developing procedures as quickly as possible.
13. Assist in resolving issues with any paperwork process to the point progress has stopped or the order is filled.
14. Assist in the review and approval process of changes to the compliance and ethics policies and procedures.
15. Assist in collaboration with other departments in resolving compliance issues.
16. Prepare regular reports on the progress of compliance efforts.
17. Develop and maintain a follow-up system on documents requiring further action.
18. Reviews government/company documents upon receipt and cross reference these for easy access.
19. Provide support to the President to coordinate personnel matters related to Japanese contractors.
20. Assist as necessary on Japanese translation projects.
Supervisory Responsibilities: There is no supervisory responsibilities for this position.
Work Environment:  Office Environment. 
Physical Demands: The person in this position needs to occasionally move about inside the office to access file cabinets, office machinery, etc.
Position Type and Expected Hours of Work: This is a full-time position. 
Monday – Friday 8:30AM-5:00PM
Travel: Limited travel required for this position.
Required Education and Experience: Fully fluent in writing, speaking and reading Japanese.  Paralegal certificate or Paralegal two-year degree preferred.    Three to five years’ experience.
[bookmark: _GoBack]This company is a leader in the field of precision measuring tools and instruments. Since our beginning in 1963, our employees have felt pride in the Company and its products. We serve an important role in providing state-of-the-art measurement products to manufacturing companies throughout North America.  Metrology is the science of measurement. We are the only full-line provider of Metrology solutions in North America that can satisfy every measurement challenge faced by our customers. Our benefits include:
· Competitive Salary package
· Minimum 17 days PTO plus at least 10 paid holidays per year
· Medical, Dental, Vision & Life Insurance
· STD, LTD, Employee Assistance Program
· 401(k) Plan plus company match
· Tuition Reimbursement
· Service Recognition
· Company Vacation House in Florida
Reasonable Accommodations Statement
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable Accommodations may be made to enable qualified individuals with disabilities to perform the essential job functions. 
 
 
 
 

Equal Opportunity Employer/Protected Veterans/Individuals with Disabilities
The contractor will not discharge or in any other manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant. However, employees who have access to the compensation information of other employees or applicants as a part of their essential job functions cannot disclose the pay of other employees or applicants to individuals who do not otherwise have access to compensation information, unless the disclosure is (a) in response to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, including an investigation conducted by the employer, or (c) consistent with the contractor’s legal duty to furnish information.

