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Job Opportunity

	Company
	PEI-Genesis, Inc.

	Job Title
	Trade Compliance Assistant

	Location
	Philadelphia, PA

	Salary Range
	

	Relocation Assistance
	Not available


Job Description / Responsibilities / Requirements

SUMMARY (Overview of this Position)

The Trade Compliance Assistant NA (“Assistant”) is responsible for assisting with all import, export and other trade compliance activities globally.  The Assistant assists with the preparation of customer export declarations, processes export licenses, and screens customers against denied parties lists.  The Assistant must work collaboratively with key stakeholders (Sales, Quality, Product & Purchasing) to perform all duties in a manner which ensures high quality and effective customer service, while maintaining strict compliance with all relevant laws and regulations.  The Assistant must be willing to identify and intercede to hold up potentially problematic sales transactions.
EDUCATION & EXPERIENCE (Needed/desired for this Position)

· Minimum:  4+ years related experience and/or training; or equivalent combination of education and experience

· Bachelor’s degree and/or advanced relevant experience preferred

· Experience in a Supply Chain environment or other company with Trade Compliance processes is preferred 

ESSENTIAL TASKS AND RESPONSIBILITIES (Other duties may be assigned.)
· Assist NA Trade Compliance Manager internally with export and import compliance matters and externally with all government inquiries or notifications related to export or import transactions involving the North American offices
· Respond to customer queries on Export Classification
· Assist with HTS code classification, globally
· Support the development of written policies, and work instructions and procedures, and insure the standard implementation at all offices
· Assist in implementation of trade compliance measures to meet identified areas of risk

· Provide support on day-to-day trade compliance matters for all offices, including new business opportunities, (i.e., products, suppliers, and markets) and assist the shipping department with shipping queries related to export sales

· Assist with creating and supplying appropriate Export compliance training in co-ordination with the Training Department to all North American and Asian offices and production teams

· Identify and attend external trade compliance training in the form of industry or government sponsored conferences and seminars/online webinars to ensure the company is kept current on export and import regulations that are required to perform the Trade Compliance Assistant position.  Ensure continuous training on these topics as appropriate to all employees

· Investigate when required, any possible trade compliance violations, and report any violation of internal policies and procedures as related to trade compliance to the NA Trade Compliance Manager and as needed, relevant manager(s) of the concerned department(s).  When necessary and as directed, assist with reporting said violations to the appropriate government officials

· When required, manage project with vendors and internal customers to ensure timely completion
EXPECTED OUTCOMES – (Accomplishments, performance, impacts, initiatives, leadership etc., that are occurring and are observable and/or measurable when and because the incumbent is performing job to a fully competent level.)
· Your manager has confidence that you can manage your day-to-day activities, and the projects and processes you manage flow smoothly, and you escalate whenever they are off track

· All deadlines will be met without anyone needing to follow up

· Assistance to ensure that our system will have up to date information available that your colleagues can trust and share with internal and external customers

· You are flexible and able to adjust to new demands in your schedule

· You can communicate clearly about issues that may affect the performance of the department

TECHNICAL and/or MANAGERIAL JOB COMPETENCIES – (Specific Job Proficiencies and Skills)
· Experience working with Export and Import regulations

· Experience with an ERP/MRP system such as Oracle, SAP, or other

· Microsoft Office (Outlook, Word, Excel, Powerpoint)

· Organization & Task Management skills

· Effective Communication skills (written and verbal)

· Customer Service and teamwork mindset
VALUE – BASED COMPETENCIES (Expected behaviors and performance factors based on Company values and expectations. See definitions for more detail.)
· Internal and external customers provide positive feedback about your performance, level of support, and contributions

· You are open, creative, thoughtful and bring a level of quality and continuous improvement to each task

· Emphasizing Integrity, Positive Attitude, Teamwork, Tact & Diplomacy

· Must have a Customer Service mindset, a positive attitude, and the ability to build relationships with Buyers, Customers, Expeditors, Product Managers, Pricing Specialists, Sales personnel and Suppliers
PHYSICAL DEMANDS
There is a requirement of no more than 20% travel with this position.  The travel may be both domestic and international; therefore, a valid passport is required.  
Contact Information to Apply

