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	POSITION DESCRIPTION 

	POSITION TITLE*  

Trade Compliance, Senior. Analyst 

	DIVISION/DEPARTMENT*

Trade Compliance 

	DATE*
08/17/2023
	

	FLSA (HR use only)      
[bookmark: Check1]|_| X EXEMPT            
APPLICABLE EXEMPTION(S):
|_| NON EXEMPT   
	REPORTS TO TITLE*

Frances Tallant
Trade Compliance Manager 

	LOCATION* (City, State)
Center Valley PA
	JOB CODE/JOB GRADE (HR use only):
14478 / 18
P2 / Tier H

	PURPOSE/SUMMARY* (Brief overview of why job exists, general purpose for position)

To support Olympus Corporation of Americas (“OCA’s”) compliance with trade regulations by assisting with the implementation of OCA’s Trade Compliance Framework and programs. Be a resource for data gathering and analysis for the Trade Compliance function. 


	PRIMARY DUTIES AND RESPONSIBILITIES* (List of 8 – 10 key tasks required of the job which are essential to the performance of this job

Training 
· Identify “must have” training needs for the entity.
· Create trainings that are identified as “must haves”.
· Monitor to ensure trainings are completed by their assigned due date.
· Follow up and escalate if trainings are not complete by the assigned due date.
· Ensure training is assigned to the correct individuals for each training.
· Ensure training is appropriately assigned each month if new hires/transfers come on board that are included in any of the created profiles.

Valuation/Quantity 
· Execute value audit to ensure value declared to Customs matches payment to supplier. 
· Execute audit to ensure quantity declared to Customs matches quantity received.
· Conduct annual assist review through General Ledger account review.

Entry Packet Audit
· Conduct monthly entry packet audit.

Error/Process Gap Management for Each Topic Below
· Amend entries and/or processes to correct errors or gaps identified.
· Conduct root cause analysis; provide and execute action plans. 

Recordkeeping
· Conduct import and export recordkeeping process audit.

Antidumping/Countervailing Duty
· Perform AD/CVD audit to verify accurate claim/disclaim determinations.

Periodic Audit/Monitoring Reporting to Leaders
· Provide necessary inputs as defined.



	SUPERVISOR RESPONSIBILITIES*(If the position has responsibility for the direct hire, discipline, and budget of subordinate jobs, list subordinate job positions and number of employees in each position. 
· 

	MINIMUM QUALIFICATIONS (To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the education, experience, knowledge, skill and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)

Education*: Bachelor’s in International Business or Business Administration is required.

Experience*: 5+ years of experience working with the US Customs Regulations 

Must hold a US Customs Broker License or proof of currently being in the process of obtaining a US Customs Broker License is required.

Skills: Must have a solid understanding of various trade related topics such as Valuation, Assists, Reconciliation, Duty Drawback, Recordkeeping and Auditing. Must have critical thinking skills and be detailed oriented, Excellent research and analytical skills, Excellent writing skills and effective verbal communication skills.

Demonstrate a solid understanding in a variety of trade related topics such as Valuation, Reconciliation, Duty Drawback, Recordkeeping, Auditing.

Required to have in Microsoft office skills, with an emphasis on the ability to utilize pivot tables & formulations in MS Excel worksheets. Advanced Knowledge of working with CBP’s Automated Commercial Environment (“ACE”).




	PHYSICAL DEMANDS (e.g., expectations of such items as weight needed to move or lift)

	[bookmark: Check3]|_| Frequently Lift/Carry 25 lbs 
	|_| Bend/Stoop/Kneel 2 hrs a day
	|_| Frequently Push/Pull 50+ lbs

	|_| Microscope/Fine close work 8 hrs a day
	|_| Stand/Sit/Walk 8 hrs a day
	|_| Dexterity required

	|_| Vision requirements correctable to 20/20 vision
	|_| Operate moving vehicles
	|_| Other

	


	WORK ENVIRONMENT (e.g., excessive or non-standard expectations/potential exposure related to such things as heat, cold, noise or travel)

	|_| Chemicals/Solvents
	|_| Clean Room
	|_| Eye Protection

	|_| Infectious Disease exposure
	|_| Laser
	|_| Noise above 85 decibels

	|_| Radiation
	|_| ETO exposure
	|_| Other

	



Olympus Corporation of the Americas is an Equal Opportunity/Affirmative Action Employer.
* Denotes required field.	Page 1 of 2
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