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Job Opportunity

	Company
	Construction Specialties, Inc

	Job Title
	Export Supervisor

	Location
	Muncy, PA

	Salary Range
	Confidential

	Relocation Assistance
	n/a


Job Description / Responsibilities / Requirements

CONSTRUCTION SPECIALTIES, INC. 

Founded in 1948, Construction Specialties (CS) is a specialty building products manufacturer. CS provides solutions to building challenges that architects, designers, building owners, facility managers, and contractors face every day. Since inventing the first extruded louver, CS has become a global leader in all our product categories. Our products are a part of some of the most iconic buildings around the world–from the world’s tallest tower, Burj Khalifa in Dubai, to the Oculus at the World Trade Center Transit Hub in Manhattan. If you want to work in an inspiring atmosphere and collaborate with customers and colleagues to solve challenges, we're the right place for you. CS: Making Buildings Better® 
SCOPE OF POSITION:
Responsible for leading and managing Export Analyst team in alignment with Company, U.S., and international requirements, laws, and regulations governing the shipment, receipt, and documentation of exported products.  This includes managing the daily workflow in the department to ensure pro-active handling of international shipments with a focus on excellent customer service and profitability. Models and acts in accordance with our guiding principles and core values in order to support the overall export logistics function by focusing on making processes and procedures more efficient.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions, including but not necessarily limited to the following:
· Assigns and monitors the workload of the export analyst staff to ensure all expectations and needs of the customer are met and the department responsibilities are executed.
· Continually provides leadership and direction to drive compliance within the export analyst team to prescribed procedures by training and identifying the proper execution of these tasks; responsible for training policies, continuous improvement practices, and procedures alongside best practices.
· Maintains a balance of 25% of the time executing actual departmental responsibilities and 75% of the time coaching and working with Export Analyst team. Responsible for answering Export Analyst’s day-to-day questions and proactively executing better customer service.
· Monitors group documentation for Export Analysts; inclusive of invoices, bills of lading, and shipping statements to ensure compliance with federal and foreign regulations governing the shipment, receipt, and documentation of exported products.
· Identifies areas of concern in the clients’ export processes through monitoring of team performance against company and client standards, regular audit of shipment documents and accounting, and periodic client reviews.
· Proactively elevates service or process concerns to the Logistics Manager and assists in identifying and implementing solutions.  Ensures all routing and documentation problems and issues are addressed timely.
· Conducts training courses and seminars, with support from Trade Compliance team, for Export Analyst staff and clients in areas of shipping and export administration regulations and procedures.
· Monitors quantity and quality of jobs being performed, providing guidance and advice as necessary.  Ensures works is even split within the Export Analyst team and adjusts work levels appropriately. Coordinates necessary backup role(s) during absenteeism, vacation, or transition periods.
· Develops and implements work methods, authorizes overtime, and controls costs.   Understands and assures adherence to departmental and company procedures and policies, offering recommended changes to applicable senior leadership.
· Responsible for conducting monthly and annual performance evaluations of assigned staff under the advice and consent of the Logistics Manager. Establishes measurements, conducts monthly performance updates, and addresses all employee performance problems promptly and directly in accordance with personnel policies.
· Establishes cooperative working relationships with other departmental supervisors to ensure good collaboration within CS.
· Ensures conformance to all aspects of the ISO 14001 standard and Construction Specialties’ Environmental Management System (EMS), including its environmental policy while performing job functions that may have a significant impact on the environment.
 
SUPERVISORY RESPONSIBILITIES:
Interviews, hires, trains, coaches, motivates Department Staff to attain the goals and responsibilities of the Export Analyst team.  Directly supervises all Export Analysts. .  Sometimes performs same or directly related work as those supervised as needed.  Carries out supervisory responsibilities in accordance with the organizations policies and applicable laws. Responsibilities include planning, assigning, and directing work; appraising performance; rewarding, praising, and disciplining employees, maintaining good employee relations, addressing complaints and resolving problems.

 

QUALIFICATIONS
 
KNOWLEDGE/ SKILLS/ EXPERIENCE/ EDUCATION: (Minimum Education and/or Experience required)
· Associate degree or equivalent from two-year college or technical school and three to five years related supervisory experience in international business and/or training; or equivalent combination of education and experience. 
· Bachelor’s Degree preferred. 
· Previous experience working within a manufacturing environment is preferred.
· Excellent oral/written communication skills. 
· Excellent customer relation skills and professional manner
· Computer literacy
· Minimum of three years previous knowledge and export experience in the field of trade and customs regulations; including the Harmonized Tariff Schedule, customs federal regulations, free trade agreements, entry processes, valuation, and informed compliance methods
· Ability to read and understand complicated purchase order terms and conditions.
· Knowledge of sales/sales support procedures
SUPERVISORY RESPONSIBILITIES:
· none
 
PRIMARY LOCATION:   US-PA-Muncy
 

Contact Information to Apply

Nancy Lasko, Talent Acquisition Lead

nlasko@c-sgroup.com
(908) 849-4031

