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JOB DESCRIPTION

Job Summary: The Customs Coordinator is junior role responsible for assisting in customs classification, subject matter expert in import regulations, and auditing import shipment documents and following up with the necessary parties for discrepancies. The Customs Coordinator is also responsible for assisting other members of the imports team in day-to-day operations.
Essential Job Functions:  
· Use advanced knowledge of the HTS (Harmonized Tariff Schedule) classification manual and exercise discretion and sound judgment to properly assign HTS classification to products for all divisions for countries to be compliant by each country’s laws

· Assist in maintaining internal footwear database by assigning HTS classification and ensuring information is accurate and compliant for US customs importation compliance

· Research and be the subject matter expert on Customs Regulations and Free Trade Agreements and their requirements for our applicable goods and applicable countries from which we source the goods 

· Audit international shipments files for Compliance and Accuracy

· Review shipping and brokerage documents for accuracy and follow-up / resolve discrepancies with the appropriate parties

· Communicate with brokers regarding customs documents and classification.  Provide broker required information for customs entry.
· Serve as a back-up to other international functions

· Departmental tasks as assigned

Knowledge and Skills:  
· High School Graduate, College Education a plus

· Three years’ experience in related field desired

· Knowledge in U.S. and Canada Harmonized Tariff Schedule and Incoterms
· Current knowledge of international trade practices
· Accounting experience desired

· Demonstrated research and follow-up skills required

· Proficient in Microsoft Office Suite

· Excellent communication skills both written and verbal 

· Ability to work in and contribute to a high-performance team environment

· Performs to a high-level of accuracy and quality

· Ability to understand priorities and expedite work as necessary

· Ability to interact with all internal associates and external business contacts while conveying a positive, service-oriented attitude
· Have a mind-set towards process improvement and cost savings
This job description represents an overview of the responsibilities for the above referenced position and is not intended to represent a comprehensive list of responsibilities.
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