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Job Opportunity

	Company
	Costco Wholesale Corporation

	Job Title
	Customs Compliance Coordinator

	Location
	Issaquah, Washington

	Salary Range
	Negotiated

	Relocation Assistance
	Yes


Job Description / Responsibilities / Requirements

Description of position

The Customs Compliance Department is responsible for import/export trade compliance and international supply chain security. This position is responsible for multiple export compliance programs including export screening, drawback, product classification, audit, and 3rd party service providers. The Customs Compliance Coordinator will be a key individual in supporting compliance projects and initiatives. The position will work closely with multiple departments and divisions, as well as external service providers to support Costco's compliance programs.

Responsibilities:

· Export screening, authorization, and recordkeeping: receives requests from U.S. warehouses, exports sales and ecommerce for export approval, screens export transactions, and provides approval and/or denials.

· Conducts Denied Party Screening on various entities through a third party system.

· Provide Schedule B classification for exported items

· Assists in administering Costco’s Drawback program with outside service provider.

· Conducts regular export compliance audits to measure program effectiveness, determines and implements corrective actions as needed.

· Oversees freight forwarder activities to ensure compliance with Costco expectations and export regulations.
· Maintains recordkeeping system for all export documentation and ensures that recordkeeping requirements are satisfied for all required records.

· Conducts monthly export compliance meeting with management.

· Develops, evaluates, and maintains internal export compliance policies, procedures, and resources.
· Manages export compliance outreach via the intranet, training, and operations manuals and audits.
· Determines, proposes and implements process enhancements in all areas of responsibilities.

· Performs general department administration including maintaining data, documents, record keeping, files and logs.

· Participates in developing tools, resources and training for buying departments.

· Regular and reliable workplace attendance at your assigned location.
· Assists in other areas of the department as necessary.

· Assists in other areas of the company as necessary.

· Performs other compliance related duties or projects as requested.

Experience, Skills, Education and License/Certifications

Required:

· Proficiency with Microsoft Office programs, Google Docs/Spreadsheets, Visio.

· Detail oriented, with excellent analytical and strong organizational skills.

· Excellent written communication and ability to maintain professionalism at all times.

· Demonstrated problem-solving ability and initiative.

· Self-motivated, inquisitive, organized, and able to work in a team environment without close supervision.

Recommended skills, abilities, and certifications

· Bachelor’s Degree strongly preferred

· Import/Export compliance or international supply chain experience

· Ability to work simultaneously on multiple projects and time-sensitive tasks

· Ability to work collaboratively with employees at all levels.

· Ability to be efficient and meet deadlines while maintaining thoroughness and accuracy.
· Ability to learn and understand regulatory requirements and apply to daily work.
Contact Information to Apply

· Email a current resume and cover letter to: Kathy Brennan, Customs Compliance Manager, at kbrennan@costco.com
