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GLOBAL TRADE COMPLIANCE ANALYST

DEPARTMENT:	Logistics			                REPORTS TO:	Trade Compliance Manager  
STATUS:	Exempt, Full-Time	 		JOB CODE:	1410241618
UPDATED:	April 2021			

SUMMARY:  
Working with minimal supervision, the Global Compliance Analyst has the primary role of establishing and maintaining an import/export control infrastructure consisting of import/export operational processes, parts classification, import/export documentation, internal/external audit of entry documentation and import/export processes and developing reporting procedures to ensure continuous compliance with laws governing international trade. Consistently monitor changes in Government regulations and identify changes needed for our businesses to be compliant with US Customs and other Government Agencies such as CPSC, FDA, EPA and FCC. Some non-routine activities may require a supervisor’s advance approval.

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES*
· Execute GameStop’s import/export operational processes and procedures to ensure compliance with US Customs and Export Administration regulations
· Assign proper Harmonized Tariff Codes (HTS) to new products and review existing HTS codes to ensure they meet US Customs requirements
· Work closely with GameStop’s buyers, vendors and distribution teams to insure entry documentation is compliant with all US Customs requirements.
· Responsible for reporting accurate transit data for every container through the supply chain & publishing report to internal team members multiple times per week
· File entry documents/reports as required by US Customs and the Export Administration to ensure record keeping requirements are met
· Stay abreast of daily US & Global Customs regulations via a variety of sources (i.e. US Customs, Census Bureau, BIS, ICPA, etc.) and identify the potential impact to GameStop businesses
· Conduct post entry audits quarterly based on the steps outlined in US Customs Compliance Manual. Submit entry amendments 
· Monitor Broker and Vendor compliance to GameStop’s import/export requirements and issue quarterly performance report
· Identify import/export compliance issues and provide solutions quickly to resolve any potential concerns
· Ensure that all GameStop’s business partners/customers are screened against all Denied Party Lists and that names/addresses are updated in GameStop’s systems 
· Assist in compiling, updating and maintaining GameStop’s Import and Export Compliance Manuals
· Submit invoices to Accounts Payable using ReqLogic system
· Manage relationships in a manner acceptable to others and to the organization; adhere consistently with all organizational policies related to our respectful workplace
· Demonstrate a consistent commitment to field-focused service by prioritizing field-based requests, responding quickly and favorably to field-based feedback, by minimizing tasks, and proactively seeking ways to help store teams focus on customer service as productively as possible
· Work collaboratively with others within and outside of his or her function to achieve goals, simply processes, reduce costs, prevent loss, and to ensure that work is completed safely, accurately, and on time
· Responsible for adhering consistently with all employment policies as stated in the employee handbook provided or as provided by his or her supervisor
· Model the high level of customer service expected of all GameStop associates including, but not limited to, responding to voice mails and emails within organizationally defined timeframes, completing projects as committed, responding to others’ feedback appropriately, and making optimal use of organizationally limited resources by aiding other functional teams when appropriate
· Model team commitment by adhering to the team's expectations and guidelines; fulfilling team responsibilities; and demonstrating personal commitment to the team by being cooperative, collaborative, and flexible

RELATED COMPETENCIES
· Contributing to Team Success – Actively participating as a member of a team to move the team toward the completion of goals.
· Information Monitoring – Setting up ongoing procedures to collect and review information needed to manage an organization or ongoing activities within it.
· Quality Orientation – Accomplishing tasks by considering all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks; being watchful over a period of time.
· Technical/Professional Knowledge and Skills – Having achieved a satisfactory level of technical and professional skill or knowledge in position-related areas; keeping up with current developments and trends in areas of expertise.

BASIC AND PREFERRED QUALIFICATIONS (EDUCATION and/or EXPERIENCE)
· Accredited Bachelor’s degree or certification preferred
· High school diploma or GED required
· 2 years+ experience in Customs and trade administrative experience; BS/BA degree or certification is preferred
· Import/ Export Compliance education, experience and/or certification is preferred

MINIMUM QUALIFICATIONS, JOB SKILLS, ABILITIES
· Proficient ability to read and comprehend government regulations, forms and reports
· Working knowledge of a wide range of products or experience classifying these types of products and parts according to the US HTS code is preferred
· Proficient ability to identify, plan, and execute projects as they arise from periodic assessments, or compliance issues
· Must be able to effectively interact with Manager-level and above
· Proven interpersonal skills, ability to communicate affectively both verbally and in written form
· Must have exceptional organizational and follow-up skills
· Proficient ability to collect, research and analyze information and to identify/resolve problems in a timely manner
· Proficient ability to communicate effectively with others using spoken and written English
· Proficient ability to work collaboratively with others; conduct working relationships in a manner acceptable to others and to the organization
· Proficient ability to remain effective under stress, and respond to pressure in a manner acceptable to others and to the organization
· Proficient knowledge of Windows-based business computers and Microsoft Office programs; specifically, Access, Excel, Outlook, PowerPoint and Word 
· Demonstrated ability to model customer-focused behaviors leading to outstanding customer experiences
· Consistently demonstrates a commitment to GameStop policies and procedures, including but not limited to, attendance, confidentiality, conflict of interest, and ethical responsibilities



* GameStop reserves the right to change job descriptions at any time based on business conditions/need, which includes expanding this job's responsibilities and assigning additional duties consistent with the position's purpose. Reasonable accommodations may be made to enable individuals with disabilities to perform required job duties and functions. While performing the duties of this job, the employee is required to walk and stand for long periods of time; use hands and fingers to handle small objects or feel objects or controls; reach and stretch with hands and arms; balance; stoop; kneel and crawl under desks or in confined spaces; talk and hear.  The employee is frequently required to lift, pick up, and or move up to 50 pounds.  The employee must have the ability to bend while sorting or lifting objects from floor level.  Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, the ability to look at the computer screen for extended periods of time, and the ability to adjust focus.  
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