DOVER PSG
JOB DESCRIPTION


Location: PSG-California
Local Job Title: Compliance Analyst		Global Job Title: Compliance Analyst
Department:	Compliance			Reports To: Compliance Manager
	Job Status:
	F/T:
	[bookmark: Check1]|X|
	P/T:
	|_|
	   TEMP:
	[bookmark: Check3]|_|
	
	EXEMPT:
	[bookmark: Check5]|_|
	NON-EXEMPT:
	|_|



Summary:  
The primary role of this position is to assist the Compliance Manager with establishing and maintaining an import/export control infrastructure consisting of operational processes, import/export documentation, internal audit and government reporting procedures to ensure continuous compliance with laws governing international trade. Including Export Administration Regulations, Free Trade Agreement Programs, HTS Classification, Government Audits, Country of Origin documentation, Anti-boycott regulations, Restricted Party screening, and Recordkeeping. This individual shall possess and maintain “up to date” knowledge of all related matters.  Where practicable, assigned individual shall maintain minimal credentials needed to properly interpret and relay requirements.
Education/ Experience: 
· B.A. or B.S. 4-year degree from an accredited university in logistics, supply chain or international business and/or related job experience preferred. 
· 3 - 5 years’ experience in export and trade administrative experience preferred. 
· Understanding of Export Administration Regulations and international shipping documentation.
· Knowledge of all applicable U.S. and foreign government export compliance regulations and documentation as they apply to PSG-California (EAR, ITAR, Treasury, Incoterms).
· Logistics knowledge and experience in handling domestic and international freight carriers, forwarders and agents.
· Logistics knowledge and experience in handling US Customs and other government agencies.
· System experience with ACE.




Knowledge, Skills and Abilities: 
· Strong verbal and written communication skills.
· Exceptional organizational and follow-up skills. 
· Computer skills in Word, Excel, Power Point, Access and Microsoft Outlook.
· Ability to function as both a team and individual player with the ability to shift priorities as required by the compliance team and business operations. 
· The ability to multitask and work under time constraints and business priorities.
· Strong problem-solving skills and analytical capabilities.

Duties and Responsibilities: 
· Assist with executing PSG-California’s import/export operational processes and procedures. 
· Support all compliance program functions of the department, including risk assessments, third party oversight and due diligence inquires. 
· Analyze exports to make sure that they are compliant with all Export Administration regulations and to educate on export/import instructions and provide documentation, advice and feedback.
· Manage BIS export licenses.
· Assists in the maintenance of appropriate recordkeeping and due diligence in accordance with all governing regulatory requirements. 
· Conduct denied party screening. 
· Assist with export/import audits based on Customs Compliance Manual and KYC guidelines.
· Performs all other duties as assigned by the Compliance Manager. 


Travel:
[bookmark: Check2]|X|	Generally, travel is not required
|_|	Limited travel required 
|_|	Regular travel required
|_|	Frequent travel required

Physical Requirements:
The physical demands described here are representative of those that must be met by an employee for successful performance of the essential functions of this job. Reasonable accommodations may be made to enable an individual with disabilities to perform the essential functions of this position.
While performing the duties of this position, the employee is required to use hands regularly to finger, handle or feel objects, tools, controls and equipment. The employee is required to both see and hear.  The employee must be able to walk, sit and stand. The employee occasionally lifts up to 50 lbs., and occasionally kneels and bends.   
Work Environment: 
The environment is both office and manufacturing. The manufacturing environment is subject to moderate changes in temperature and the employee will be exposed to typical hazards of noise, flying debris, and overhead hazards requiring the use of proper PPE (Personal Protective Equipment).
This position may also require overtime as necessary. The company reserves the right to revise or change job duties as the need arises. This job description does not constitute a written or implied contract of employment.
