
Global Trade Administrator

Job Summary

The Global Trade Administrator position will be located in Calabasas, California.  The qualified candidate will utilize their proven operational skills based on past experience in an International Logistics and/or Global Trade department to provide import/export guidance for inquiries through our busy Global Trade email box. 

Actively contribute your experience to our team on the daily import/export activities of Spirent U.S. companies. Approximately 75% of your knowledge and skills will be applied to export related activities and 25% to import transactions.

Spirent is looking for a person who wants to move forward in their career path in Trade Compliance. A person with a positive attitude, who is eager to learn would be a perfect fit to contribute to the administration of our Trade Compliance program.

Summary of Main Responsibilities

· Utilizing the OCR Trade Management program, you will perform operational duties in accordance with set policies and procedures to ensure company compliance with rules and regulations pertaining to all clearances through U.S. Customs, 	and similar rules and regulations in non-US jurisdictions, which include, but are not limited to:

· Daily international export activities:
· Work closely with Logistics and other departments to ensure timely movement of shipments and compliance with US and International export regulations.
· Sales Order review and Ad-Hoc export document creation and processing.
· Automated Export System (AES)- Electronic Export Information (EEI) Filing
· Daily support and point of contact for internal and external teams, vendors, customers, and other business entities. 

· Daily international import activities:
· Pre and Post Customs clearance activities including accuracy of documents, on-line recordkeeping and other compliance with U.S. Customs and participating government agency regulations.

Education and Experience

· BA Degree not necessary.  A minimum of five years’ actual hands on work experience in a dynamic International Logistics and/or Global Trade environment performing a role substantially similar to the essential functions of this job description would be considered.
· High level of Time Management and Organizational skills.
· Demonstrate strong verbal and written communication skills to produce accurate, professional, and error-free documents.
· Attention to detail, self-motivated, reliable, and ability to work independently and in a team environment.
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