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Job Description 
Job Title:  Trade Compliance Manager
[bookmark: _GoBack]Job Family:  Supply Chain
FLSA Status: Exempt
Reports to: Director, Global Logistics

SCOPE OF POSITION:
Leads and provides managerial oversight to the international trade compliance activities for Construction Specialties North American operations. Responsible for programmatic management of trade compliance data and databases, correct application of regulatory requirements, documentation, and controls, development of effective SOP’s and internal documentation, auditing program for risk management, and ensuring compliance of the operations against a company standard for trade compliance-related recordkeeping and controls. Also ensures adequate resources are available and allocated to support American, Canadian, and Mexican compliance regulations.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions, including but not necessarily limited to the following: 
· Manages program related to trade compliance regulations and controls. Ensures accuracy and consistency throughout North American operations in data, processes, applications of regulatory requirements, trade security (CTPAT/AEO) and trade compliance controls. 
· Supports and implements the strategy of the trade compliance program incorporating effective controls and ensure departmental leadership support is maintained.
· Ensures staff is trained on assigned duties, cross-trained on different tasks and responsibilities, and are kept updated on any changes in policies and procedures or regulatory requirements.
· Monitors group’s work product to ensure compliance with Construction Specialties best practices along with all applicable federal and foreign regulations. 
· Manages Customs Broker, freight forwarder, and other vendor relationships tied to compliance programs.
· Supports and advises CS, as needed, on customs duty strategy and costs, new government programs, marking requirements, and product development. Emphasis and enhancements to be placed on commercialization of government procurement programs, trade security agreements, and free-trade agreements
· Manages trade compliance-related internal training activities of North American operations; inclusive of representatives from multiple business units and CS locations. Develops internal and external programs and resources and ensures successful retention and application of training. 
· Responsible for conducting monthly and annual performance evaluations of assigned staff under the advice and consent of the functional Manager. Establishes measurements, conducts monthly performance updates.
· Works to support the implementation of an ERP / GTM system that works alongside customer requirements and further enhances overall trade compliance operations.
· Proactively elevates service or process concerns to supervisor and assists in identifying and implementing solutions. Ensures all compliance related problems and issues are addressed timely.
· Ensures conformance to all aspects of the ISO 14001 standard and Construction Specialties’ Environmental Management System (EMS), including its environmental policy while performing job functions that may have a significant impact on the environment.

KNOWLEDGE/ SKILLS/ EXPERIENCE/ EDUCATION: (Minimum Education and/or Experience required)
· High School graduate required. Associate’s or Bachelor’s Degree preferred. Business education pertinent to the work performed would be beneficial; such as supply chain or logistics. 
· Requires a minimum of five years’ proven experience in the field of trade compliance and previous supervisory experience. 
· Customs broker certification from Canadian, Mexican, or US authorities required. 
· Additional certifications related to CTPAT/AEO program management, import/export controls, HTS classification, or free trade agreement documentation required.
· Experience in developing training documentation, process flow mapping, and standardized work instructions is required. 
· Previous trade compliance experience within a manufacturing environment preferred. 
· Proficiency in Spanish preferred.
· Excellent oral, written, professional communication skills. 
· Strong computer literacy. Includes proficiency in Microsoft Office. 
· Familiarity with GTM platforms and trade compliance-related databases
· Ability to analyze data reports and execute required actions. 
· Ability to maintain effective interpersonal relationships. 
· Ability to develop, lead, train and motivate others. 
· Working knowledge of company products and procedures.
· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.

SUPERVISORY RESPONSIBILITIES:
· Yes
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