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TRADE COMPLIANCE MANAGER JOB DESCRIPTION

POSITION SUMMARY
The Trade Compliance Manager will be responsible for maintaining the trade compliance processes and functions of a manufacturing subsidiary of a multinational aerospace and defense company. Our Trade Compliance Manager also serves as the company’s “empowered official”, per ITAR, to provide required certification to the U.S State Department Directorate of Defense Trade Controls (DDTC) by signing export licenses and technical assistance agreement.
 
 
JOB RESPONSIBILITIES
 Please review and provide feedback, if needed:
1. [bookmark: _GoBack]The Trade Compliance Manager specifically will be responsible for administering the company’s import and export compliance programs and working with the company’s Compliance Officers, Legal Department, and the General Manager of the manufacturing facility to implement appropriate controls to ensure the company’s compliance with its legal and regulatory obligations. Developing and export compliance program and manual developing and updating operational policies and standards.
1. Managing the company’s import and export compliance programs.
1. Consulting with internal business units both domestically and internationally, interfacing with freight forwarders, brokers, and regulatory officials to ensure the smooth and compliant handling of all aspects of the company’s international shipments (including export, customs, hazardous materials transportation, ATF requirements).
1. Monitoring the import and export of compliance activities of the company’s Operations, Information Technology, Contracting / Procurement, Human Resources, and Logistics departments.
1. Interacting with the company’s suppliers to ensure proper import and export procedure are followed, and training of company employees on import and export compliance obligations.
1. Maintain an Import and Export control Database and Tracking System for management of licenses, agreements, correspondence and training.
1. Conduct and participate in internal export compliance audits.
1. Investigate potential non-compliance, report findings to senior management and prepare voluntary disclosures, in coordination with outside counsel.
1. Direct corrective actions as necessary to follow compliance.
1. Contributes to process and policy improvements
1. Performs other duties as assigned.
 
ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES
 
Education:
1. Bachelor’s degree with 8-10 years related work experience that includes experience with ITAR export licensing and compliance.
1. Preferred Master’s degree
 
Experience: 
1. Experience managing government contracts subject to ITAR is required.
1. Previous experience as an Empowered Official is desired.
1. US person mandatory due to access to controlled information.
1. Background in import / export regulations (ITAR, EAR, and other), compliance, classifications, licensing and exemptions, ATF regulations, Technical Assistance Agreements (TAAs), commodity jurisdiction requests and Technology Control Plans.
1. Certified export compliance officers and/or licensed customs broker preferred.
1. Ability and willingness to become approved to make Automated Export System fillings.

Knowledge, Skills & Abilities: 
1. Able to provide advice, counsel and coaching to all level of personnel in interpreting and understanding the compliance policies and procedures.
1. Demonstrated strong verbal and written communication skills, interpersonal skills, and phone etiquette.
1. Strong negotiating skills.
1. Role requires ability to work across multiple functional departments / organizations and globally.
1. Adept at conducting research into project-related issues and products.
1. Ability to effectively prioritize and execute tasks in a time sensitive environment.
1. Able to work within a team and foster teamwork and trust from both external and internal customers.
1. Strong organizational, communication and computer skills.
 
 
Working Conditions / Environment/ Special Requirements
1. Ability to work in a safe professional manner adhering to all regulatory requirements including, OSHA, EPA, State and Federal regulations.
1. Employees will be subject to the random drug and alcohol testing under DoD regulations. 
1. Position is in Jacksonville FL. With an option to work from home/Hybrid.
 
 
GENERAL COMMITMENT FOR ALL EMPLOYEES
1. Commitment to company values and complies with department norms, policies, directives, and procedures.
1. Incorporates Lean and P3E processes and concepts into daily activities.
1. Strive for continuous improvement to processes and procedures.
1. Honors and protects confidential and proprietary documents and information.
1. Satisfies work schedule requirements.
1. The job description is not designed to cover or contain a comprehensive listing of all activities, duties or responsibilities that are required by the employee. Performs other duties as assigned. 
1. Equal Employment Opportunity Employer All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability or veterans’ status.  
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