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Job Title:  	Trade Compliance Specialist I
Reports To:	Controller
FLSA:		Non-Exempt

DUTIES AND RESPONSIBILITIES 
· Assist in the publishing and maintenance of import compliance policies, procedures, and process documents
· Assist in ensuring the policies, processes and procedures outlined in FCTG’s Import Compliance Program are followed by all OPCO employees.
· Ensure OPCO policies, processes and procedures are updated and current
· Identify and support opportunities for improvement in Trade Compliance
· Assist in the management of and the set-up of the OPCO CBP ACE Accounts
· Run ACE Reports and assist with training as needed
· Assist in the management of Import Assessments & Compliance Improvement Plans (CIPs)
· Assist the FCTG International Trade Compliance Manager and the OPCOs with coordination of third-party providers regarding assessment set up and training needs 
· Maintains OPCO import records to ensure compliance with all legal requirements and enable timely and efficient audit of all transactions for regulatory compliance.
· Maintain OPCOs HTS Database of products, Including Country of Origin
· Review all OPCO Import Compliance Packets after they have been completed by Import Administrative Staff to ensure that they are accurate, complete and to signoff as second review.  Must review packets to ensure checklist is complete and that PPQ-505 is right.
· Verify the information for and complete and sign all PPQ – 505 documents for the OPCO as required by the IOR.
· Any Compliance Packets that are not complete or have issues, OPCO Trade Compliance Specialist will email back the Import Administrative Staff and/or Import Trader to get item fixed and corrected accordingly for signoff to occur.
· Ensure that all Compliance Packets are completed initially within 7 days of being cleared through US Customs.  
· Upload all final compliance packets into document manager for the OPCO & FCTG.
· Maintain spreadsheet of all mills that OPCO is buying from to send Lacey Act questionnaires and certifications to.  Will update for new mills as needed and will confirm with Import Administrative Staff and/or Import Trader.
· Send out annually in a staggered schedule all questionnaires and certifications to mills that OPCO buys from.  Review all documents received back to ensure they are answered accurately and completely and follow up with any questions.
· Prepare Lacey Act matrix that corporate requires annually regarding Lacey Act, to determine the risk analysis of each mill.
· Attend scheduled meetings with Controller at least twice a week to go over any concerns or issues.  Meet with Controller and President at least once a month.
· Check off “Customs Entry Report” for the current year.  Check Customs Brokerage files provided by import admin against ACE excel spreadsheet to make sure they are all there for cross-referencing purposes.  File completed documents during the year and box up for storage.
· Assist in any other special projects that Controller, President, or FCTG Compliance.

EDUCATION AND/OR EXPERIENCE
· High School degree required
· Minimum of 2 years of general experience in business, accounting, auditing, supply chain, procurement, or related field 
· Minimum of 1 years of experience in Import Compliance, preferably with a manufacturer or industrial distribution company
· May substitute up to 2 years general experience with college or technical school education.
· Experience in working with Freight Forwarders or Transportation / Logistics Department, Customs Brokers, and the use of INCOTERMS
· Experience in International Trade, Business, or other related fields.

KNOWLEDGE, SKILLS AND/OR ABILITIES
· Ability to identify, acquire, and analyze pertinent data to drive recommendations and decisions 
· Must be detail-oriented and possess excellent analytical, and problem-solving skills 
· Positive demeanor with strong interpersonal skills 
· Must be a team player who can lead and interact well with groups 
· MS Office suite skills to include Excel data management skills, Word, PowerPoint and Visio
· Understanding of the requirements placed on an Importer under Customs regulations (19 CFR parts 0-360) and FTA’s (Free Trade Agreements)
· Prioritization and good organizational skills. 
· Proactive in management of responsibilities, projects, and tasks.
· Good written & verbal communication skills.
· Works well in a fast-paced environment with frequent interruptions.
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