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	Job Title:
	Export Specialist & Site  Administrator
	Job Level: 
	

	Department:
	Contracts and Compliance
	Job Category:
	Non-Direct

	Reports to Title:
	Manager of Contracts and Compliance
	FLSA Status:
	Exempt

	HRIS Code:
	 
	Revision No.:
	1

	Revised By:
	 C. Feldman; C. Cahill
	Revision Date:
	10/29/2020

	

	Summary

	The Export Specialist & Security Administrator is responsible for the day-to-day export trade compliance and facility site security for the Twinsburg, OH site.  This role will be working with an import colleague, as well as collaborating as needed at other Safran sites.  The export specialist must also be aware of all the international trade and custom laws. 

Job Location:  Twinsburg, Ohio

To be considered, please apply direct with Safran via the following link: 

http://www.safran-group.com/fr/talents/Nos%20offres/offer/85011?OriginID=6&LCID=1033



	Essential Duties and Responsibilities

	· Prepare export invoices using proper valuation methodologies, ensure all data elements are accurate (description of goods, HTS, Value, ECCN, COO, Incoterms, DCS, etc.).
· Verify the delivery of goods according to the customer specifications and ensuring that deadlines are met 
· Ensure whether the rules and regulations are met by maintaining the information about licenses and tariffs 
· Directs all activity related to export/import classifications (HTSUS, ECCN, Country of Origin) and Certificate of Origin/Free Trade Agreement processes.
· Identifies potential areas of trade compliance vulnerability and risk of compliance gaps or breaches. Analyzes impact, makes recommendations, facilitates prioritization, implements changes, and oversees sustainable execution.
· Collaborates with business units and departmental employees on trade compliance initiatives to reduce and eliminate global trade compliance exposure.
· Leads and/or facilitates trade compliance projects and initiatives as needed with cross-functional teams.
· Provides data and analysis to aid in trade compliance risk assessments and forward planning.
· Articulates our trade regulatory and compliance approach and establishes a system for uniform response to issues related to trade-related rules, regulations, policies, and procedures.
· Process all international shipments per the above described method. 
· Perform SAP/GTS Sanctioned Parties List reviews and unblock item - •	Provide review and release of export block documents for Twinsburg and Sarasota shipping teams
· Perform license determination on exports
· Upload Denied Parties screening into SAP/GTS system (supports US Export compliance within SAP/GTS) •	Periodically perform submission of the Delta Files in SAP for denied party screening 
· Support special projects related to export control matters. 
· Ensure routed transactions are properly documented and follow up 
· Maintain license exception log
· Maintain license shipment log
· Maintain technical data log and audit
· Perform customer and vendor reviews – execute denied parties check, company check/validation, and communicate back to requestor any issues/discrepancies. 
· Load NDA’s into Sharepoint
· Record keeping – filing, scanning, uploading, downloading for all exports performed
· Complete End User Statements for military ITAR and 600 series goods.
· Assist Supply Chain and Program Managers with the exports of goods.
· Coordinate with Twinsburg’s MRO shipping department the proper exports of MRO repaired goods.
·  Assess proper HTS codes and valuation of repaired goods, file the Export Electronic Information in ACE 
· Act as a liaison when needed between Twinsburg MRO customer service and outside repair shops shipping and trade compliance departments
· Review Technical Data Export Log entries in the Trade Compliance Export Share point website. 
· Prepare Foreign Travel Certificates for employees traveling abroad.
· Assist Trade Compliance Team Manager and Engineers in classifying Goods 
· Submit License application in the Department of Commerce Snap-R License application system   
· Perform Denied Party screening for new customers, suppliers, employees, visitors 
· Support site security access as it aligns with compliance
· Manages the visitor process to include questionnaire forms, logs, badge distribution, badge usage, activation, access and storage 
· Perform SAP/GTS Sanctioned Parties List reviews. 
· Provide review and release of export block documents for Twinsburg and Sarasota shipping teams
· Perform End User Reviews.
· Correct all AES filings 
· Provide Trade Compliance team backup for filing AES in SAP GTS with sister company
· Adheres to safe work practices and contributes to the evolution of the health, safety, and environmental program and culture;
· Other miscellaneous office and administrative duties may be assigned.  
· Evening/night hours may be required.
· Extra hours may be required during business peaks.
· Weekend hours may be required.


	Qualifications

	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.

Education and/or Experience
· A Bachelor’s degree in business, law or a related area; 
· A minimum of  two (2) years of export compliance experience to include: Both EAR and ITAR export authorizations, Technology Controls, Export Control Reform, Export jurisdiction & classification determinations, HTS/Schedule B classification determinations, Foreign person employee authorizations, AES filing, and experience with international business transactions and shipping documents
· In lieu of a Bachelor’s degree, a minimum of three (3) years of experience with export compliance experience to include:  Both EAR and ITAR export authorizations, Technology Controls, Export Control Reform, Export jurisdiction & classification determinations, HTS/Schedule B classification determinations, Foreign person employee authorizations, AES filing Experience with SAP/GTS and experience with international business transactions and shipping documents

Knowledge/Skills
· Must be aware of all the international trade and custom laws. 
· Proficient with the International Traffic in Arms Regulations (ITAR), Export Administration Regulations (EAR) including anti-boycott regulations, sanctions administered by the Office of Foreign Assets Control (OFAC), Customs Regulations (CR), and the Foreign Trade Regulations (FTR).
· Strong written and verbal communication skills; able to articulate and effectively communicate trade compliance information to various levels of non-technical audiences.
· Excellent interpersonal skills with the ability to work with and through global, cross-functional teams including customer, suppliers, and service providers
· Possess a high level of analysis, evaluation and problem solving skills as well as the ability to draw conclusions and make decisions based on regulatory reasoning
· Ability to prepare or revise procedures, work instructions, forms, and business flowcharts
· Knowledge of international shipping documents and all required data elements

Certificates, Licenses, Registrations 
· N/A


Preferred Skills :
· Experience using Enterprise Resource Planning (ERP) or Manufacturing Resource Planning (MRP) information systems, preferably SAP.
· Experience with international business transactions and shipping documents.
· Experience with trade compliance information systems.
· Familiar with international shipping documents such as commercial invoice, packing list, air waybill, and export license; including consignee information, INCOTERMS, harmonized tariff code and nomenclature, country of origin, customs value, export classification, and license data.
· Experience in manufacturing organizations in the Aerospace & Defense sector 
· Customs Brokers license 
· Prior import experience
· Prior experience with:
· SAP & GTS
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	Supervisory Responsibilities

	List the supervisory responsibilities this position must perform; include the department or position titles responsible for and the level of authority exercised in performing the responsibilities.

· N/A



	Physical Demands

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

May require long periods of sitting.
May require lifting < 20 lbs.
May require prolonged repetitive use of upper extremities.


	Work Environment

	The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Typical office environment requiring the use of typical office equipment (i.e. computers, phones, etc.) Computer keyboarding, computer monitor and mouse use including reaching forward, grasping, fringer and wrist manipulation and neck bending and turning; near vision is necessary for computer monitor use.




Nothing in this job description restricts management's right to assign or reassign duties and responsibilities to this job at any time. This job description does not constitute a written or implied contract of employment.
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