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This guide is intended to assist the Talent Acquisition team with confirming critical requisition details and collecting important information that is needed to effectively source and recruit for approved positions. Some fields/questions or section may not be applicable for the position/BU.
	Section 1: General Information

	[bookmark: Text1]Strategy Meeting Date:
	Recruiter Name:  
Caitlin Mabbett
	Hiring Manager Contact Info: 
Ron De Los Santos
	HR Contact Info: 
Carly Jacobs

	Requisition #’s: 
22012226
	Position/Job Title: 
Trade Compliance Specialist
	HCM Internal/Functional Position Title: 
Trade Compliance Specialist

	Business Unit: 
Final Control – Pressure Management
	Location / Address: 
US TX Stafford 3950 Greenbriar Drive
	Recruitment Reason: 
Replacement

	Position of Trust - Yes
Relocation Eligible/Approved - 
Sign-on Bonus Eligible - 
Sponsorship Eligible/Approved -   No 
Referral Bonus Eligible – 
You Are Statements –    Yes

	Internal and/or External posting: 
Both
	Potential Internal / External Candidates: 


	Target Compensation: 
	Salary Range: 
65,000-75,000
	Midpoint: 
	Grade: 
PRM02.US.36
	Internal Equity Factors: 
	Bonus Plans: 

	Section 2: Position Information, Experience Requirements, and Ideal Candidate Profile

	Job Summary:  
If you are a Trade Compliance Specialist looking for an opportunity to grow, Emerson has an exciting opportunity for you! Based in our Stafford, TX location, you will be responsible for supporting the import and export activities for US locations of Pressure Management.
AS A TRADE COMPLIANCE SPECIALIST, YOU WILL:
· Assign, document and maintain Harmonized Tariff Codes ("HTSUS”), Export Classification Numbers (ECCN) to new and existing items
· Review and make determinations related to restricted party screening matches in accordance with company policy and regulatory requirements
· Provide support to brokers pertaining classification, valuation, country of origin, and other communication related to customs clearance
· Prepare or assist with license applications, including “deemed” export license applications
· Ensure that imported merchandise is properly valued including the reporting of all adjustments to the invoice amount such as tooling payments and assists by creating systems and monitoring their operation
· Support functional departments in assigning and marking product with country of origin
· Provide support in the development, update, and implementation of written procedures and systems (an Import/Export Procedures and Policies Manual) to ensure imports and exports comply with all applicable laws and regulations
· Provide support to functional areas, departments, and key stakeholders with import and export operations, including reviewing customs entry filings and HTS classification as required and export shipments for clearance of any red flags
· Assist with import and export audits
· Act as a liaison with compliance users and gatekeepers on all import and export issues
WHO YOU ARE:
You deliver messages in a clear, compelling, and concise manner, and you actively listen and check for understanding.  You invite input and share ownership and visibility.  You proactively develop relationships with a wide variety of people, and you act with diplomacy and tact.  You step up to handle tough issues, and you quickly and decisively take actions in fast-changing, unpredictable situations.

	REQUIRED EDUCATION, EXPERIENCE & SKILLS:
Minimum two (2) years of related, hands-on trade compliance experience 
B.S. degree in Business, technical field, law, or equivalent work experience
Experience with Import and Export regulations and requirements
Requires excellent interpersonal and communication skills (verbal and written)
The ability to work under pressure in a conscientious and organized manner
Attention to detail is critical  

	PREFERRED EDUCATION, EXPERIENCE & SKILLS:

Knowledge of Free Trade Agreements, logistics, incoterms, Archer, TradeSphere Exporter, Oracle, SAP, TRAX, Global Trade Management

	Summarize so that you are very clear on what the basic qualifications or any defined equivalency language will be such that we continue to meet OFCCP compliance – i.e. what will “Not Minimally Qualified” mean.

	Work Schedule (flexibility, remote options): 
Flexible/combo = 
	Travel % (locations?):  NA

	Education or Certifications: 
B.S. degree in Business, technical field, law, or equivalent work experience
	Specific Screening Questions for Recruiter: 

	What are the selling points and/or projects and challenges for recruiting for this role? 

	What is the structure and size of the team this person would be a part of? Will this person have direct reports?  





	Section 3: Sourcing Strategy

	Industry info/Companies of interest/Competitors/Target Companies (for direct sourcing purposes), professional associations, networks:  

	Other titles this job might be called:  



	Section 4: Selection Process

	Think about the current diversity of your team; dept; business? How can we ensure diversity in the interview team (i.e. gender, minority, age, internal customers, job level - manager, peer, direct report)? Who are the internal customers and cross-functional stakeholders this role will interact with? Can we include one on the interview team to add diversity of thought and/or demographics? 

	Process
	Interviewer(s)
	Method
	Length
	Time Zone/ Location
	Focus Area/Korn Ferry Competency
	Presentations/ Assessment/ Testing*

	HM/3rd Screen
	HM
	Phone
	30 mins
	
	
	

	Panel Interview
(per candidate)
	Recommended:  2-3 panels of 2-3 interviewers** including HM.
HRP is optional.
	WebEx
Video
	1 hour
	
	As per req
(5-7 recommended)
	Example:  
20 min presentation, followed by 40 min Q&A/KF Interview

	HR Interview
	HR partner
	Phone
	30 mins
	
	
	

	Debrief
	HM, panelists, and facilitated by HR Partner
	WebEx Phone Conference
	45 mins
	Panelists should be prepared to share their evaluations and feedback and decide on an offer.

	*Ensure legal has reviewed assessments/test before administering. 

	**Diverse Interview Panel – Y/N

	Timing of interviews, Travel/Vacations (calendars up to date):   Outlook

	Korn Ferry Competencies: Drives Engagement, Interpersonal savvy, action oriented

	Hiring Manager Preferred Progress Update Communications (frequency and method):   Email

	Notes/Additional Information

	

	Section 5: Export/Trade Compliance

	This section is required by International Trade Compliance.

	As part of the employee’s job responsibilities in the United States, will s/he have access to engineering drawings, specifications, blueprints, technical instructions, software source code and/or other forms of technology?  
(Please note that the definition of “technology” under the US export control regime is broad, and includes “information necessary for the development, production, use, operation, installation, maintenance, repair, overhaul or refurbishing . . . of an item.”)
	Y/N

	As part of the employee’s responsibilities, will s/he receive or give technical training of any kind?  
	Y/N     

	Will the employee have access to the company’s intranet website or to any other electronic media that contains or may contain any of the following that are not subject to IT permission controls: engineering drawings, specifications, blueprints, technical instructions, software source code and/or other forms of technology?
	Y/N     

	As part of the employee’s responsibilities, will s/he be requested to make determinations on how to classify goods or technical information for legal or trade compliance purposes?
	Y/N

	Will the employee have the ability to access areas containing manufacturing or production lines where access is likely to involve close inspection of equipment or access to any technical data relating to the design, development, production, repair, maintenance, or how to operate such equipment or items produced by Emerson using such equipment?  
	Y/N     
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