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1. Scope

· Compliance Specialist
· Reports to: Compliance Manager
· Salary, exempt position
· Location: Olathe, KS

2. Purpose

[bookmark: _GoBack]The role of Compliance Specialist is to assist the Compliance Manager and team in identifying applicable in scope regulatory and internal requirements, translating these requirements to the context of the different impacted internal and external stakeholders, advising these stakeholders during the design and implementation of measures to limit the risk of not meeting set requirements, monitoring adherence to the requirements and report internally any related internal weaknesses or breaches. The Compliance Specialist will stay abreast of regulatory and internal policy changes and work extensively with the business to provide an understanding of the (regulatory) compliance requirements. 

The Compliance Specialist will work to convince internal and external stakeholders to embrace TVH compliance policy decisions and implement compliance measures in the day-to-day operational processes. He/she will cooperate with the Compliance Manager as part of the global compliance team in defining the compliance priorities in the applicable scope area and to build up a network outside the Compliance team in order to drive change.  

3. Essential Functions & Responsibilities

Include the following. Other duties may be assigned.

· Identify compliance obligations from relevant sources and translate them into implementable policy measures;
· Identify and assess compliance risks / breaches; 
· Provide suggested corrective actions to reduce risk to an acceptable level;
· Maintain regulatory knowledge of import and export regulations including product compliance requirements; 
· Lead and manage project(s) with a compliance impact through the different phases; 
· Communicate with business stakeholders on compliance requirements impacting their operations and monitoring of their adoption of these requirements into their policies;
· Monitor emerging trends regarding industry regulations to determine potential impacts on TVH in order to ensure that TVH policies, procedures, processes and conduct remain compliant and up-to-date;
· Maintain confidentiality in all areas
· Communicate effectively and productively with sensitivity, tact and professionalism with employees at all levels of the organization
· Performs other duties as assigned 


4. Supervisory Responsibilities

· none

Internal / External Contacts 

	Internal contact
	Frequency
	Topic
	Result

	Compliance management
	Daily (call, face-to-face, e-mail etc.)
	Advice, overall updates, debottlenecking, escalation of issues
	Compliance activities are executed in time, projects / programs remain on track and deliver desired outcome 

	Project managers 
	Daily
	Project content & process discussions, people & staffing
	Individual projects / programs run on track, are sufficiently sourced, desired outcome achieved

	Management teams operational and supporting departments
	Monthly
	General updates, coaching, training & specific activities, projects where relevant
	Management teams are on board in meeting compliance requirements

	Business Process Owners
	Ad hoc, at least 1x year
	Alignment on corrective measures and their process impact

Monitoring of internal processes, procedures and work instructions
	Continued compliance of activities and processes

	Business Process Experts / Analysts
	Weekly
	Knowledge of process flow

Mapping department specific business processes and IT system flows (As Is and To Be (upon change))

Integration of corrective actions 
	Transparency

Compliance of activities and processes

	Compliance ambassadors
	On a regular basis
	Training, coaching, change management, etc.
	Compliance of activities and processes


	External contact
	Frequency
	Topic
	Result

	Government authorities and ministries
	On a regular basis (US, third countries, etc.) 
	Discuss operational compliance challenges, negotiate possible solutions

Changes in, new or future legislative requirements

Internal supervision of audits

	Consult on the impact and interpretation of certain regulatory requirements

Offer solutions to structural operational challenges (e.g. economically and competitive adverse situations) that impact TVH's supply chain

Starting up, building and maintaining good and constructive relationships with government authorities and ministries (win-win)

	External consultants
	Ad hoc
	Support by external consultants

Keeping up with external best practices
	Ensure an in time future proof solution for compliance challenges


5. Education, Knowledge and Skills

· Must possess a minimum of 3-5 years’ work experience in international trade and compliance, with proficient knowledge of customs and trade sanctions regulations and standards 
· Demonstrates experience and proficient knowledge of internal control, risk management and monitoring techniques 
· Must possess a minimum of 3 years work experience in training trade compliance staff 
· Demonstrated experience and knowledge of the systems, equipment and tools used in the international export of products 
· Demonstrates intermediate proficiency using Microsoft Word, Excel, and PowerPoint  
· Proven experience and demonstrated ability to exercise discretion and maintain strict confidentiality 
· Demonstrates effective verbal, written and interpersonal communication skills with a proven ability to communicate effectively across all levels of the organization
· Demonstrates effective organizational, time management and follow up skills 
· Must be team oriented, possess a positive attitude and collaborate effectively with others to achieve goals in a fast-paced, deadline driven environment 
· Demonstrates ability to effectively managing tasks and priorities for overlapping projects and meeting deadlines in a consistent, complete, accurate and timely manner 

Education:

· College or an equivalent combination of education and substantially similar experience 

Desirable Qualifications
· Degree in Business Administration, Supply Chain, International, or other similar related field 
· Minimum of 3-5 years of experience in analyzing custom and trade regulations and decisions in a compliance function

6. 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.

· While performing the duties of this job, the employee is frequently required to sit, talk or hear. The employee is regularly required to stand, walk, sit, use hands to finger, handle or feel and reach with hands and arms.  The employee will be required to stand for long periods of time without sitting.

· The employee must occasionally lift and/or move up to 25 pounds. There are no special vision requirements for this job.

7. Working Conditions & 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.

· The noise level in the work environment is moderate
· Primary duties are carried out in an office environment
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