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JOB DESCRIPTION 
JOB TITLE:			Import Compliance Analyst
REPORTS TO:		Imports Manager		
DEPARTMENT:		International Logistics
DATE COMPLETED:	May 2021

PURPOSE OF ROLE: 
Under the direction of the Imports Manager, the Import Compliance Analyst will work to ensure compliance with applicable import regulations and company policies and procedures.  In this role they will work with all business unit operations teams, management and service providers.  They will support all import compliance activities and have the opportunity to help shape and refine the companies import policies and procedures.  

Compliance activities include, but are not limited to: internal reviews, risk assessments, supplier evaluations & questionnaires, country of origin determination, CTPAT evaluations, duty drawback , review transactions related to ISF submissions & customs entries, import regulation monitoring, HS classification of products, records retention…

ESSENTIAL FUNCTIONS: 
· Provide daily support to business units with import compliance matters by proactively working with internal stakeholders as well as brokerage and forwarding business partners.
· Provide feedback and guidance to commercial organization including import compliance advice, training and keeping them updated on the changing compliance landscape.
· Communicate industry changes affecting import operations to all levels of the organization.
· Prepare for and preform internal reviews on import transactions to ensure adherence to import regulations and Ravago’s policies and procedures. Determine frequency and quantity of  import transactions to be tested based on risk and/or as a result of previous review findings.
· Based on findings of internal reviews, recommend corrective actions and policy changes to the management and operations teams.
· For suppliers & service providers that participate in importation of goods, preform an assessment of supply chain security as part of Ravago’s CTPAT program by requesting and evaluating questionnaire information and performing site visits when needed.
· In coordination with Commercial Management, gather documentation relating to supplier and product eligibility for reduction or elimination of duties resulting from Free Trade Agreements or other trade programs. Maintain required records and periodic review supplier and product eligibility.
· Coordinate with business units and the Import Operations team to ensure that, based on eligibility, customs clearance is processed under the proper trade programs and that proper documentation  and certification is in place.
· Assist in product classification activities, including determining the most accurate 10 digit harmonized tariff code, maintaining classification database and auditing current classification database.
· Prepare and share classification database with customs brokers and provide periodic updates as new products are added.
· Take an active role in the coordination of duty drawback activities that include gathering and preparing documentation for internal drawback opportunities as well as external trading with drawback partners.
· Review import and export data to provide direction to internal operations teams and trading partners as it relates to drawback transactions.
OTHER RESPONSIBILITIES
· Assist in gathering and maintaining data relating to import activities.  This data comes from multiple sources including Customs, Operational, and internal systems and is stored and maintained in internal databases.
· Perform data analysis, outline trends, and spot inconsistencies. Based on the analysis results, work closely with the organization on problem resolution and strategic changes relating to import compliance.
· Publish and/or maintain KPI metrics, business dashboards and reports.
· Actively pursue ongoing educational opportunities on all rules and regulation updates, changes and amendments. 
· Facilitate and promote a cohesive team environment across all departments within the Ravago companies in the Americas.
· All other duties as assigned.

KNOWLEDGE / QUALIFICATONS / SKILLS / EXPERIENCE
· Bachelor’s Degree from an accredited College or University
· Minimum of 3-5 years of related import compliance and international trade experience.
· Excellent knowledge of import related laws and regulations including HTSUS and US CBP regulations.
· CCS Certification or perusal of certification strongly preferred
· Excellent Verbal and Written Communication 
· Must possess excellent interpersonal and problem solving skills
· Able to multi-task and prioritize multiple projects and tasks simultaneously
· Effective planning, organizational and analytical skills required
· Works well under pressure
· Able to efficiently work under minimal supervision 
· Advanced  proficiency in Microsoft Excel, Outlook, Access and Word
· Bilingual (English / Spanish) a plus, but not required 
· Willingness to travel

PHYSICAL REQUIREMENTS:
This job operates in a clerical office setting. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. The noise level in the work environment is usually moderate. While performing the duties of this job, the employee is regularly required to talk or hear. This is largely a sedentary role; however, some filing is required.  This would require the ability to lift files, open filing cabinets and bend or stand on a stool as necessary. 
LOCATION:	
Orlando, FL 


 EMPLOYEE ACKNOWLEDGEMENT:
I have read the job profile in full and I clearly understand the requirements of this position.  I have also been offered the opportunity to ask any questions regarding the job profile.  I am able to perform the essential functions of this job, with or without reasonable accommodation.

Signature: ______________________        Print: ____________________________       

Date: _____________________

*All employees of the Company are employed on an “at will” basis, which means that both the employee and the Company have the right to terminate employment at any time, for any reason or no reason, with or without cause and with or without notice.
*Equal Opportunity Employer -----M/F/D/V


Maintain current partner relationships as well as develop new partnerships.  Assist in maintaining relationships with customs broker, freight forwarder and transportation providers. 
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