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Position Title

Logistics & Trade Compliance Administrator

Reports to 

Director of Supply Chain Management

Date Last Reviewed 

1/28/2021

Applicable to Business Unit(s)  

Knorr Brake Company (shared service)

Summary/Objective 

The Logistics & Trade Compliance Administrator is a support position within the Inter-company Supply Chain and Trade Compliance Team, helping to oversee internal export/import compliance strategies for all KBC business units, organizing staff training and global support to comply with all applicable import and export regulations.

Essential Functions

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Assisting and supporting the ongoing development of the trade program at Knorr Brake Company for imports and exports, covering multiple products within each Business Unit (BU) and ensuring compliance to trade laws and regulations.  This may include, but is not limited to the following:
a. Help develop processes to effectively obtain CUSMA (Canada-United States-Mexico Agreement) and/or USMCA (United States-Mexico-Canada Agreement) information from suppliers
b. Developing “best cost and service” transportation models for material coming in domestically, as well as internationally – specifically from Europe, Asia and Northern Border countries
2. Providing export classifications (both Schedule B and ECCN) and reviewing export documentation for accuracy and compliance with relevant regulations.
3. Enhancing existing export compliance practices relating to Denied Party Screening, AES filing, export recordkeeping, and “deemed exports”.
4. Assist in the updating and reporting of logistic services within the given BU budgets on a weekly/monthly basis.
5. Working along with the Logistics & Trade Compliance Specialist, assist with internal trade topics including - Tariff classification, Incoterms, and Country of Origin determination and uploading all necessary import/export data into SAP and Tradeflow database.
6. Assist in correction of invoice errors, routing issues, loss & damage freight claims with carriers and freight forwarders.
7. Assist in writing user documentation, instructions, and procedures – in particular, regarding logistic processes, US and Canadian Customs compliance, and the Transport and Shipping modules in SAP System.
8. Ensuring International supply base is adhering to SOP (standard operating procedure) and the provided routing instructions, while working with Freight Forwarders and Customs Broker to ensure all applicable regulations are followed.
9. Assist in working with contracted 3PL (third-party logistics) for Domestic supply chain and (4PL fourth-party logistics) for International supply chain for negotiating external contracts with Freight Forwarders and Carriers to achieve yearly cost savings.
10. Trouble-shooting and problem-solving various issues such as bill of lading errors and carrier/broker invoice errors, non-justified charges, as well as working with our 3PL (third-party logistics) partner on carrier delays, shipment routing issues, and proof of deliveries.
11. Assist in managing, preparing and executing various losses, damage, or over-charge claims with the carriers and freight forwarders.
12. Assist in effectively organizing all export/import documentation – ensuring safe retention of the necessary customs documents as well as destruction of documents outside of the 5-year required period.
13. Interaction with KBC personnel, vendors, and carriers to provide freight quotes and landed cost, coordinate freight services to support manufacturing schedules and customer orders.
14. Provide support and assistance to other colleagues, as directed, and any other duties as requested.
15.  Maintain a safe, clean, and healthy environment and ensure the compliance with the company's rules and policies.  
16.  Must be able to comply with quality, product safety, and HSE rules and regulations. Be energy conscious, if applicable. 

Competencies

1. Technical Expertise
· Good working knowledge of Customs & Trade Compliance topics for both Importing and Exporting out of the United States and the ability to distribute information effectively
· Excellent material and process knowledge in a manufacturing environment
2. Excellent communication skills, written and oral
· The position will actively interface with customs brokers, freight forwarders, business and senior managers, suppliers, global logistics and customs agencies
3. Strong organizational and prioritization skills
4. Ability to manage multiple projects simultaneously
5. Demonstrate a commitment to integrity with respect to the adherence to processes and the handling of data, analysis and reporting
6. Problem Solving 
· Advanced level problem solving skills and knowledge

Supervisory Responsibility

This position does not have supervisory responsibilities.  


Work Environment

This job primarily operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 

Travel

Travel is primarily local during the business day, although some international and overnight travel may be expected.  

Required Education and Experience

5-7 years minimum experience
Preferred Education and Experience

1. College Degree preferred (Technical or Business)
2. Training or Experience with Freight Forwarder or Customs Brokerage
3. ERP experience (SAP preferred)

Additional Eligibility Qualifications

[bookmark: _Hlk39653595]The Logistics & Trade Compliance Administrator is expected to participate in all required training courses and practice learned methodologies in everyday work.  


Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice. 





Safety Sensitive Position   

☐Yes	☒No

Safety Sensitive Positions Include: Rail Service Technicians, Assemblers and Supervisors, General Technicians, Assemblers and Mechanics, Assembly Test Technicians, and Field Service Technicians, Assemblers, Mechanics, Engineers and Supervisors.










	
REVISIONS:

REV 00:  7/9/2020:  Initial release of position profile
REV 01:  1/28/2021:  Transfer of position profile to new format and updated “reports to” info, more emphasis placed on exports




Signatures

This job description has been approved by the following management levels. 

Manager:  Katie O’Neal, Deputy Director of Supply Chain

Director:  Chris Wineke, VP CoC Brakes

HR:  Jessica Baker, HR Business Partner
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Classification (Employee Sub-Group)

Exempt (Salaried)

Salary Grade 

14

Job Code (KB Catalog)

90012182 (Export & Customs Professional)

EEO/AAP/OCC

02/N2A/0700
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