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	JOB TITLE:
	Import/Export Specialist

	JOB PURPOSE


Ensures Schonbek maintains customs compliance on both importation and exportation of goods. Administrator of all freight forwarders, brokers, and carrier accounts.  Located in Plattsburgh, NY
	MAIN DUTIES


· Manage day to day imports/exports to expedite clearance with US Customs

· Acts as FTZ administrator for both inbound and outbound
· Performs timely auditing of all customs documentation including classification, valuation, and complete documentation audits to ensure compliance and accuracy

· Maintains Customs Compliance Manual (CCM) and all supporting work instructions and flows

· Monitor “Assists” and coordinate the payment of assists with brokers and any other valuation requirements

· Obtain proof of payment to vendors and proof of receipts and assure that Customs documents match internal systems; if overages are found, work with the brokers to report any overages to US Customs and submit additional duties owed to Customs as needed

· Manage and monitor import/export compliance in accordance with corporate policy to ensure compliance with trade programs (i.e. anti-dumping/countervailing, FDA or other government agency (OGA) requirements, and other US Customs programs and regulations)
· Monitor Anti-dumping and countervailing cases and conducts research quarterly to assure commodities imported are not subject to additional duties

· Maintain import/export records in accordance with the CCM and US Customs regulations

· Assist buyers in the classification of new products and obtain approvals from Legal before importation, if required
· Maintain the import master list and coordinate with Supply Chain Manager and Legal to assure HTS and trade agreements compliance and disseminate the import master list and all related documentation to Customs brokers
· Coordinates C-TPAT program (i.e. partner risk assessment, revalidations, inquiries, annual reviews, etc.)
· Coordinate with Legal the preparation of Power of Attorneys for all brokers 

· Coordinate the submission of  NAFTA & GSP documentation as well as Anti-dumping certificates of non-reimbursement as applicable to Customs brokers

· Assist and monitor the Duty Drawback Program for WAC Lighting to ensure timely submission of Duty Drawback claims
· Monitor and assure timely completion and accuracy of ISF filings through different forwarding companies, where applicable
· Validate and approve brokerage, inbound freight, and duty and assure timely credit for incorrect billings

· Maintain TSCA certifications on filed for all imported commodities as required and request any new certifications throughout the year as needed

· Coordinates customs internal self-audit at least once every two years and reports results to key management

· Develop policies and procedures as requested by the Supply Chain Manager and Legal department to be added to the CCM to assure compliance with import/export laws and regulations

· Reconcile and coordinate monthly payment of duties with accounts payable and help to address any discrepancies 

· Request and monitor any Post Entry Amendments to US Customs and assist brokers to ensure timely submission

· Conduct research on trade regulations and assures compliance as needed for both import and export
· Help monitor import/export shipments to include air and ocean traffic as needed

· Source documents for the receiving department, as needed
· Provide guidance to employees regarding import/export compliance issues as needed
· Primary point of contact for all import/export inquiries
· Administrator of all freight carrier and brokerage accounts

· Monitors service levels of brokers and freight carriers
· Involved in all negotiations regarding freight and brokerage

	KEY accountabilities


· FTZ administrator

· Customs Compliance

· C-TPAT super user

· Monitors service levels of brokers and freight carriers 

	JOBHOLDER REQUIREMENTS


Education: Associates Degree

Years of Experience: 3-5 Year-Professional Level 

Language: Local

Other: 

Communication partners: Outside vendors and service providers. Inside departments include: Engineering, accounting, planning, customer service, manufacturing, shipping, and receiving.

	COMPETENCIES

	☒Action Orientation

☒Adherence to Policy

☒Ambition

☒Analytical Thinking

☐Business Acumen

☐Comfort with Ambiguity & Paradox

☐Comfort with Diversity

☐Comfort with Change

☐Comfort Working Independently

☒Comfort with Paperwork

☐Competitiveness

☐Computer and Keyboarding Skills

☐Creativity

☒Decision Making Skills

☐Delegation

☐Development of Personnel

☐Diplomacy

☐Entrepreneurship

☐Facilitation

☐Flexibility
	☒Follow Through

☐Future Orientation/ Visionary Ability

☐Hiring Staffing

☐Humor

☐Informing Others

☒Integrity and Trust

☐Leadership

☐Listening

☐Managing Through Systems

☐Meeting Management

☐Motivation of Others

☐Numerical Accuracy

☒Objectivity

☐Optimism

☒Organization

☐Oversees Work Success

☒Performance Focus

☒Planning Ability
	☐Political Savvy

☐Presentation Skills

☐Quality Orientation

☐Range of Perspective Interest

☐Responsibility Acceptance

☐Risk Taking

☐Safety Orientation

☐Sales Orientation

☒Self Confidence

☐Self-Control

☐Self-Development

☒Service Orientation

☒Teamwork and Cooperation

☐Technical Learning

☐Work/Life Balance

☐Written Communication
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