[bookmark: _GoBack]The Export Coordinator is primarily responsible to manage international orders, place them at the proper sourcing site, follow up with those sites on order releases, work with freight forwarders to plan the shipments, and communicate with other PPG regions on Order Status reports. They are also responsible for invoicing /documentation to close out orders. An understanding of compliance guidelines, regulations, experience and judgment are required for screening customers and products. Compliance documentation (Invoicing, Shipper’s Letter of Instruction for reporting purposes, Department of Commence filling) is completed for each shipment. The coordinator will also participate in monthly SOP status meetings with each partner region and customer satisfaction must be achieved while adhering to regulatory requirements. 

Additional Responsibilities:
· Determine whether a customer order can be shipped internationally per PPG Export Compliance guidelines and practices, US government regulations, PPG Product stewardship requirements, Financial Status, and any other export considerations.
· Deliver approved purchase orders for US goods to sourcing locations. Orders are entered into Oracle ERP system.
· Help maintain customer and product database in ERP and Transportation Management Systems for established business segments. This includes Lead Times and Sourcing information. 
· Utilize existing systems and tools to manage customer/ country specific requirements to translate purchase order details to operating systems at each plant or sourcing location.
· Work through established, approved freight forwarders to book/ schedule shipments to meet ETA requirements. Communicate updated arrangements to customers, service providers and global supply chain.
· Provide export compliant documents for each shipment (Commercial invoice, shippers letter of instructions etc.) using Corporate Export Compliance systems/tools.
· Participate and drive monthly meeting with Export Partners and review o\tOTIF conformance o\tLead Time Respected Conformance o\tAverage Lead Time o\tForecast Accuracy o\tBSR Planning.
· Key performance results are adherence to Export compliance requirements and customer satisfaction
Required qualifications:
· Bachelor’s Degree or Equivalent Work Experience
· At least two (2) years customer service experience within manufacturing industry
Preferred qualifications (in addition to required qualifications)
· At least two (2) years of experience within export compliance or customer service within manufacturing
· Working knowledge of US export compliance
· Oracle ERP knowledge
· Strong Acumen for IT Tools ( OTM, Excel, Access, etc.)

Compensation 
Contact Information 
· Internal Contact Name: Paul C Petted

