GLEN-GERY CORPORATION

POSITION DESCRIPTION

POSITION: 

       
Compliance Administrator, Import/Export
REPORTS TO: 
      
 Sr. Manager, Import/Export
COORDINATES WITH:   
Foreign Vendors, Freight Forwarders, Customs Brokers, Warehouse Personnel, Customer Service Coordinators, Customers, Sales Managers
FUNCTION:         
Supporting all day-to-day import and export operations, logistics, and compliance. Responsible for auditing, organizing, and retaining all import and export documentation. Respond to product information and availability inquiries, inventory control, purchase orders, receiving, AP Support, and complaint resolution. 
DUTIES AND RESPONSIBITIES:

· Obtain product availability, pricing, and any technical information required from foreign vendors
· Plan and organize Vendors/Forwarders/Customs Brokers and communicate those plans to coordinating departments.
· Process purchase orders and arrange logistics for import into US.  Track order availability dates, release containers, track ETD, ETA dates and update in BSM software system.
· Participate in tariff determinations and audits.
· Assure import document compliance including review/audit of Entry Summary (7501) and freight forwarder invoices.  
· Prepare/Review export documents including Proforma, SLI, Packing List, CI, COO, and updating BSM software system.
· Review and process foreign vendor and freight company invoices and approve for payment
· Communicate with warehouse on container deliveries and verification of container contents to packing list
· Participate in stock takes and inventory management

· Respond to product inquiries from sales department

· Provide solutions to product complaints
REQUIRED SKILLS/ABILITIES:

· Basic proficiency in Microsoft Office, and job specific software applications; accurate typing skills and/or data entry skills; Good math skills and attention to detail is necessary.
· Understanding of global supply chain, ocean and airfreight.  Understanding and adhering to the laws and regulations controlling the export and import of goods, products, information between the United States and foreign countries

· Ability to understand and convert foreign currency and unit of measurement 
· Understand and participate in tariff code determination and filing
· Ability to respond promptly and professionally to vendor or freight forwarder needs; Identify and resolve problems in a timely manner
· Strong work ethic, accountability & communication skills; ability to multi-task
· Knowledge of basic business principles, customer service, accounting, manufacturing processes & inventory control, quality assurance 

QUALIFICATIONS: 

· Minimum 5-year import/export compliance experience

· Bachelor’s degree in a related business field preferred.  

This job description is not intended to be all-inclusive and as such, the employee will be required to perform other reasonably related business duties as may be assigned by the immediate supervisor and/or other management personnel as required. 
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