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	PeopleSoft Job Code Title (Limit 30 Characters) – What appears in Outlook
	Reports To Title
	Location
	Effective Date

	
	Trade Compliance Manager
	Corporate	1/5/2020
	Job Code
	Grade
	Exempt/Non-Exempt
	Division
	Department

	52076
	635 (Old Grade 8)	Exempt	DC Support	90520 - Transportation Administration


	Job Title (No Character Limit)

	Senior Trade Compliance Analyst

	Summary Description (Summarize the role in 2-3 sentences by capturing major areas of responsibility)

	This position is responsible for researching and reviewing tariff and country engineering opportunities for private brand products associated with hardlines business, including sporting goods, outdoor recreation and fitness equipment.  Analyzing and interpreting US regulations and previous binding rulings to give guidance to sourcing teams on specific design or sourcing considerations that may lower landed cost.  Documenting, auditing and communicating product guidelines for training and developing new teammates.



	Job Duties & Responsibilities
	% of Time

	Product Classifications:  Research, review and advise sourcing teams in milestone meetings on tariff and country engineering opportunities for hardlines part of business comprised of sporting goods, outdoor recreation and fitness equipment.  Employ knowledge of free trade agreements and first sale to share other sourcing considerations to lower landed cost.  Ensure final product classification is assigned at a style level and logged in a database with the customs broker.
	50%
	Product Classification Maintenance:  Conduct regular audits of the product database with current binding rulings and court cases to determine new legislative interpretations or opportunities to review product classifications and associated duty rates.  Review legislative initiatives to determine opportunities for tariff exemptions or tariff reductions and assist with gathering and reviewing data for trade consultants to support exemption request arguments.  Regularly review and update the product classifications in customs broker database.
	25%
	Regulatory Review:  Respond to any customs CF28 information requests centered around product classification for hardline products.  Conduct risk assessment to ensure products comply with regulatory requirements for classification and country of origin by Customs standards as discussed during product design. 
	15%
	Training:  Develop and present regular training sessions for sourcing teams to support product milestone meetings for hardlines business.  Attend regular trainings and webinars to stay apprised of US Customs regulatory changes in the US Harmonized Tariff Code and Customs regulations. 
	10%
	
	TOTAL
	100%



	Education Requirement (Select level necessary for role success)

	Level of Education
	Bachelor's Degree	List Degree Type
	Business administration or equivalent



	Experience Requirement (Select level necessary for role success)

	Level of Experience
	5 - 7 Years	List Specific Areas of Experience (if applicable)
	Import customs compliance, international trade laws, ISA, First Sale


 

	Professional License and/or Specialized Training (List requirements if applicable)

	Certified Classification Specialist and/or Customs Brokerage License
	

	
	



	Technological Requirements (Select the required program’s necessary for role success)

	☒ Microsoft Outlook
	☒ Microsoft Word
	☒ Microsoft Excel
	☒ Microsoft PowerPoint

	☐ Microsoft Access              
	☐ Microsoft Visio
	☐ Macintosh
	

	Additional Technological Requirements (Provide any requirements not listed above)

	Product Life Management (PLM)
	

	Boreas (PMMS)
	

	
	



	Knowledge, Skills, & Abilities (Select knowledge, skills, & ability required)

	☒	 Excellent written & Verbal Communication Skills
	☒ Execution skills

	☒ Business acumen
	☐ Project management knowledge

	☒ Customer-service oriented
	☐ Ability to drive projects & manage project teams

	☐ Strong interpersonal & client consultation skills
	☒ Ability to work effectively in a team environment

	☒ Self-motivated & results oriented
	☒ In-depth analytical skills

	☐ Strong presentation skills
	☒ Strong detail orientation

	☐ Supervisory & leadership capabilities
	☐ Superior organizational abilities

	☒ Problem solving & troubleshooting capabilities
	☒ Process & procedure oriented

	Additional Knowledge, Skills, & Abilities (Provide any knowledge, skills, & abilities not listed above)	

	Well versed with the Harmonized Tariff Schedule of the US and title 19 of the Code of Federal Regulations
	Strong presentation skills to train and create awareness of tariff engineering in simple terms for ease of understanding 

	First Sale Valuation Principles
	Experience working with product classifications in retail space and retail organizations

	Ability to communicate directly with Customs and justify product classifications
	Flexible, adaptable, collaborative in a fast-changing environment



	Supervisory Responsibilities (list job title & select number of incumbents supervised)

	Job Title: 
	
	# of Incumbents:
	

	Job Title:
	
	# of Incumbents:
	

	Job Title:
	
	# of Incumbents:
	

	Job Title:
	
	# of Incumbents:
	

	Job Title:
	
	# of Incumbents:
	

	Job Title:
	
	# of Incumbents:
	



	Additional Comments:

	

	Preparer’s Name		
	Preparer’s Job Title

	Kim Shultz-Lewis
	Director of International Logistics & Trade Compliance






	Job Description Template Instructions

	This Job Description Template is designed to summarize the most important features of a job, including the general nature of work performed (duties and responsibilities) and level of work performed (skill, effort and responsibility).   Please note that a job description is based on the job itself, not the individual who is in or might fill the job. 

In order to accurately review, analyze, and evaluate a job, it is imperative that this Template be completed in its entirety with clear, accurate and well-defined information in order to minimize the amount of time necessary to complete the evaluation.  

Please note that Track Changes have been turned on for this document and cannot be turned off while editing.

Below are guidelines on the specific information requirements:

	Category
	Overview

	Track Changes
	· Please note that Track Changes have been turned on for this document and cannot be turned off.
· Under the Review Tab – Tracking: Gives the ability to change the Track Changes view from Simple Markup to All Markup.  Simple Markup will show a red line to the left of the paragraph but will not show the changes to the text.  All Markup will show all changes that have been made to the text and document.  

	Job Title
	· List Job Title only – not name of incumbent(s) performing job
· Limit Job Title to 30 characters.  PeopleSoft character limit is 30 characters.

	Reports to Title
	· List Reports to Title only – not name of incumbent(s) to whom job will report.

	Location
	· Select Location from drop down menu.

	Effective Date
	· Select date from drop down menu.

	Job Code
	· Compensation Department updates field after job evaluation has been completed.

	Grade
	· Compensation Department updates field after job evaluation has been completed.

	Exempt/Non-Exempt
	· Compensation Department updates field after job evaluation has been completed.

	Division
	· Select Division Name from drop down menu.

	Department
	· Select Department Number and Name from drop down menu.

	Summary Description
	· Provide a brief summary of the job in 2-3 sentences describing job purpose and major activities and responsibilities.  
Below is an example:

Accountant Summary Description:
This job is responsible for applying accounting principles and procedures to analyze financial information and prepare accurate and timely financial reports and statements.  Ensures all deliverables are in compliance with regulatory guidance and professional standards.

	Job Duties & Responsibilities
	· List statements describing activities the job performs.
· Job responsibilities should be specific and begin with an action verb.  
Below are examples:

· Review sales forecasts, compare to results and update as appropriate.
· Process month-end balancing and journal entries.
(Note:  Include only those involving at least 10% of job’s working time.)

	% of Time
	· Use drop downs to list percent of time spent on each job duty/responsibility. Include only those involving at least 10% of job’s working time.
(Note:  Percentages do NOT calculate automatically.  You must calculate percentages to equal 100%.)

	Education Requirement
	· Select minimum education requirement necessary to competently perform job from drop down menu.
(Note: Incumbent’s education is not considered to be a minimum job requirement.)
· List Degree type(s) required to perform minimum job requirements.

	Experience Requirement
	· Select minimum experience requirement necessary to competently perform job from drop down menu.
(Note: incumbent’s experience is not considered to be a minimum job requirement)
· List specific area(s) of experience required to perform minimum job requirements.

Examples include:  
· 3-4 years of retail store management experience
· 5-6 years of retail buying, planning or financial experience
· 5-7 years of financial analysis experience, specifically in the areas of general ledger and accounting management

	Professional License and/or Specialized Training
	· List professional license and/or specialized training requirements to competently perform job.
Examples include: CPA, SPHR, etc.

	Technological Requirements
	· Check the technological requirements required to perform the job.
· Additional space is provided to list those not included in the Template.

	Knowledge, Skills, & Abilities
	· Check the knowledge, skills & abilities required to perform the job.
· Additional space is provided to list those not included in the Template.

	Supervisory Responsibilities
	· List job titles and select from drop down menu the number of incumbents supervised for each job.

	Additional Comments
	· Provide any additional information relative to job not included in the sections above.

	Preparer’s Name
	· Provide name of incumbent who prepared job description.

	Preparer’s Job Title
	· Provide job title of incumbent who prepared job description.
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SPORTING GOODS.




