[image: Hilex logo no HPC small] Job Description

Job Title:
Trade Compliance Analyst

Position Summary:
The Trade Compliance Analyst (TCA) will support all operational and strategic aspects of Novolex’s Trade Compliance program. 
Reporting to the Manager of Trade Compliance, the TCA is responsible for coordinating and maintaining the trade compliance program, identifying risks to prevent and mitigate liquidated damages related to customs laws, and responding to international trade-related compliance correspondence. 
The successful candidate will implement effective trade initiatives that seek to increase productivity and reduce trade-related issues, along with verifying trade documents. This position will work cross-functionally with logistics/procurement, accounting, legal, as well as product suppliers, 3PL and customs brokerage service providers. The TCA will help ensure compliance with all US Customs and Border Protection (CBP) regulations and compliance activities as well as any applicable other government agencies (OGAs).
[bookmark: _GoBack]Essential Functions & Key Responsibilities:
· Perform regulatory research and write product rules based on existing regulatory assessment and checklists and well communicate with business partner
· Leverage technology to manage compliance processes, create and maintain regulatory content database
· Build and strengthen the connection with internal teams and service providers
· Be familiar with the policy and guidelines of e-commerce and import/export tariff; with strong understanding of product categorization and search engine methodologies 
· The ability to interpret the concept into executable database queries to categorize products from different perspectives 
· Act as point of contact for process-related/operational queries for associates within the team and will also work on business and stakeholder correspondence. · Support Import and Export Operations · Audit, track, maintain and report out on quality metrics. 
· Proficiency in communication skills to work with different functional teams to create/modify/update trade rules/regulations BASIC QUALIFICATIONS

Candidate Requirements:
· Bachelor’s Degree · 4+ years utilizing Excel including pivot tables and equations · 4+ years utilizing Microsoft business software (Excel, Access, Word, PowerPoint, Outlook) · 3+ years utilizing with Google platform (Google Docs, Etc) · 1+ year experience with import/export functions
· Experience with ERP systems, and excel or other business analytic tools
· Ability to use data and metrics to make and support decisions 
· Ability to present complex information in a clear and concise manner to leadership both verbally and in writing
· Capacity for problem solving and demonstrated multi-task capabilities and agility to innovate and simplify current processes and practices
· 3+ years of experience in a manufacturing or freight forwarding company
· Experience with Class 9 Hazmat /Dangerous Goods 
· 3+ years of experience in HTS & ECCN classification, with strong knowledge in Import & Export regulations, Free trade agreements (FTA), Country of origin (COO)
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