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Job Title: Global Trade Administrator 
Location: Calabasas, CA
Job Category: Legal
Req # 4680

Job Overview
The Global Trade Administrator is a tactical administrative position. The qualified candidate will utilize their proven skills in a fast pace International Logistics and/or Global Trade department to provide import/export guidance for inquiries through our busy Global Trade email box. Actively contribute your experience to the daily import/export activities of Spirent U.S. companies. Approximately 65% of your knowledge and skills will be export related and 35% to import transactions.
 

Why Spirent.... Because together we can shape tomorrow!


Spirent offers unique career opportunities where you can set your innovative spirit free. Our customers look to us to provide services and products that are at the forefront of the telecom industry. We are large enough to provide a wide range of opportunities, but small enough for you to make an impact.


Spirent is its people and when you join Spirent, you will work alongside some of the best subject matter experts in the industry. Success is important to us and so is having a work/life balance. We believe that you should be able to pursue your career aspirations in an innovative and creative environment, as well as explore your personal passions. At Spirent, we want you to love your work and your life too!

Your journey begins here. So, let's discover the future together - apply today!

Job Requirements
Education and Experience:
· BA degree preferred but not necessary.  Work experience performing a role substantially similar to the essential functions of this job description would be considered.
· Minimum three years of actual & tactical experience in a dynamic International Logistics and/or Global Trade environment.
· Experience utilizing government resources: HTSUS, Schedule B, Title 19 CFR, (15CFR) EAR, (FTR) Foreign Trade Regulations.
· Knowledge of Incoterms and proper application to transactions.
· Knowledge of PC based systems, Microsoft Word, PPT and Excel.
· Leverage technology to manage compliance processes, electronic record retention, and database content maintenance.
· Attention to detail, self-motivated, reliable, and ability to work independently and in a team environment.









Other Skills and Abilities:
· Thinks creatively to organize and prioritize work, adjust to shifting priorities and improve process efficiency.
· Familiarity with product classification: ECCN, Schedule B, and Harmonized Tariff Schedule (HTS).
· Demonstrate strong verbal and written communication skills to produce accurate, professional and error-free documents.
· Strategic thinking to coordinate tasks from multiple sources and provide a final outcome that equates to a compliant transaction
Requirement:
· Telecommunications, electronics industry, or other technology company experience.
· Ability to work collaboratively with other departments in the organization and work independently.
· Strong decision making skills, Employees and customers make business decisions based on your responses.
· Interact in a professional and courteous manner with customers and employees at all times.
Skills that are a Plus:
· Bi-Lingual
· Positive Attitude
· Encryption Controls Knowledge
· Experience with Global Trade Management programs

[bookmark: _GoBack]Responsibilities

· Perform operational duties in accordance with set policies and procedures to ensure company compliance with rules and regulations pertaining to all clearances through U.S. Customs, and similar rules and regulations in non-US jurisdictions, which include, but are not limited to: Daily international import activities including maintenance of all import shipping documentation as required.

· Timely clearance of import shipments and compliance with U.S. Customs and participating government agency regulations.

· Daily review/audit/approval of Customs brokers' entry packets and invoices.

· Daily international export activities including maintenance of all export shipping documentation as required.

· Work closely with Logistics and other Departments/Operations teams to ensure timely movement of shipments and compliance with US and International export regulations.

· Sales Order and Ad-Hoc export document creation and processing.
· Automated Export System (AES)- Electronic Export Information (EEI) Filing
· Daily review/audit and submission for approval of Freight Forwarders' export packets and invoices.
· Daily support and point of contact for process-related/operational queries for associates within the team and with business and stakeholder correspondence (including, but not limited to the Global Trade e-mail inbox).
· Daily support in the classification of goods in accordance to Schedule B and HTSUS and maintaining this information within the product database.
· Daily support of product valuation and origin verification.
· Daily support of the Trade Denial Screening (Restricted Parties screening) program and record maintenance.
· Other duties and projects as assigned.
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