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Job Title 
Export Operation & Documentation Coordinator

FLSA Status 
Non-Exempt

Position Summary 
Export Operation & Documentation Coordinator is responsible for ensuring international shipping documents for ICU export activities are accurate and compliant with all applicable government regulations. This position primarily responsible of coordinating the day-to-day export shipments and prepare documentation by working closely with ICU shipping facilities, International Transportation, and freight forwarders timely and effectively. 
Essential Duties & Responsibilities
· Generate all necessary export document, including commercial invoices, packing lists, shippers letter of instruction and any other document through Oracle ERP system and manually as necessary.
· Arrange bookings with freight forwarder as required and monitor status of shipments.
· Complete required export filing through ACE portal
· Obtaining and review B/L from forwarders.
· Maintain international shipping documentation required per the company’s record retention policy.
· Manage East and West Coast consolidation movements for RM (Raw Material) and MRO (Indirect Material) materials shipping to CRM and monitor shipment activities.
update the KOP CRM log timely and most current and accurate information. 
· Perform audit of international shipping documents for completeness and accuracy.
· Anticipate and facilitate problem resolution relates to shipments to avoid operational disruption. 
· Work closely with Shipping and Purchasing/Planning/Service Center for the effective export shipment arrangement.
· Responsible for coordinating end of day processes 
· Work with internal Customer Service to achieve the highest levels of customer satisfaction on international orders
· Work on special projects as they arise

Knowledge, Skills & Qualifications
· Working knowledge of Export document requirements and Incoterms 
· Must have effective oral and written skills
· Must possesses critical thinking and excellent problem-solving skills 
· Ability to work independently under minimal supervision
· Must be able to work multi task in a fast-paced environment
· Experienced working with Microsoft applications (Office, Excel, Word)
· Dangerous Goods IATA/DOT certification preferred
· Oracle experience preferred
· Ability to read, write and speak Spanish is a nice-to-have

Education and Experience 
· High School diploma or GED equivalent
· Minimum of two (2) year experience in international Shipping and generating export documentation required
· Working knowledge of Oracle ERP systems preferred

Minimum Qualifications
· Must be at least 18 years of age

Travel Requirements 
· Typically requires travel less than 5% of the time
· Must be able to flex hours as business needs change

Physical Requirements and Work Environment 
· While performing the duties of this job, the employee is regularly required to talk or hear
· Must be able to work safely around heavy equipment in a fast-paced environment
· Must be able to lift 45 lbs.

ICU Medical is an Affirmative Action and Equal Opportunity Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, or protected veteran status and will not be discriminated against on the basis of disability.
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