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	Job Title
	Trade Compliance Analyst

	Department
	Trade Compliance

	Reports To
	Director of Global Trade Compliance


Position Overview
The Trade Compliance Analyst is responsible for ensuring that Velocity complies with all applicable import and export regulations, including the United States, the Netherlands and Singapore, by developing, implementing and maintaining standard operating procedures, work instructions.  The Trade Compliance Analyst is also responsible for ensuring compliance for import and export transactions and providing direct daily support to all business units with regard to the compliant movement of items by and for Velocity in order to deliver exceptional experiences and outcomes.
Area(s) of Responsibility
Develop, implement and improve Velocity’s global trade compliance program 
Provide operational support for internal and external customer requests related to imports and exports
Essential Functions
Provide daily support to all business units with regard to the international movement of items and the maintenance of business partner records
Develop new processes and improve existing processes to improve Velocity’s global trade compliance program
Provide proactive advice and guidance through process documentation to Sales, Purchasing, Shipping, Quality, Finance and other departments with regard to compliant, efficient and cost-effective practices for customs clearance, international shipping and business partner fraud prevention
Observe and seek improvement opportunities in existing and new processes and procedures in order to decrease risk, increase efficiency and reduce cost
Apply for and manage export licenses, as necessary
Collaborate with different departments across Velocity for cross-functional projects
Determine harmonized tariff schedule codes for items being export and/or imported by Velocity 
Conduct periodic reviews of Velocity’s import and export transactions for compliance with applicable laws and regulations;
Work with approved freight forwarders and customs brokers to ensure exemplary compliance performance
Conduct internal training on trade compliance topics;
Monitor developments in the trade compliance community and research those that might be used to improve Velocity processes and procedures
Manage projects requiring changes to Velocity’s internal ERP system, including documentation of business requirements and user acceptance testing
Interact with local government officials, as necessary
Other duties and projects, as assigned

Education, Experience, Knowledge, and Traits
	
	Required
	Preferred

	Education
	High school diploma or equivalent
	4-year college degree

	Experience
	1 year of trade compliance experience
	2+ years of trade compliance experience
Experience creating documentation such as SOPs, WIs and forms
Project management experience

	Knowledge
	Familiar with international trade regulations
Computer literate
Familiar with ERP systems
Proficient with MS Office or similar
Fluent in English
	Strong understanding of international trade regulations
[bookmark: _GoBack]Experience in parts brokerage industry

	Traits
	Acts courageously
Demonstrates mutual respect and trust
Owns outcomes / takes responsibility for actions
Detail-oriented and thorough
Excellent judgment
Honest
Organized
Adaptable
Quick learner
Efficient
Critical thinker and problem solver
Able to work with limited oversight
Excellent time management skills
Able to handle stressful situations and large workloads 
Excellent oral and written communication skills
Is amazing
	


Work Environment
Work is performed in a typical office environment. Occasional travel to Velocity’s international inspection and distribution centers and to training events and conferences may be required.
Physical Requirements
None beyond the ability to work under normal office conditions.
Additional Details
	Type of Employment
	Normal Hours

	Full-time Regular
	Monday—Friday, 9:00 am to 6:00 pm
Additional hours may be required

	
	


Acknowledgment
The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of employees so classified.

This document contains proprietary and confidential information.
Printed copy is for reference only. Please refer to online version for most recent revision.
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