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Job Description
	Position
	Foreign Trade Zone Specialist
	Department
	Trad Compliance

	Reports To
	FTZ Manager 
	Location
	Remote 

	Status
	Full-time
	Classification
	Exempt

	Shift
	Based on assignment
	Overtime
	N/A

	Travel (%)
	5%
	International
	N/A

	

	Our Values

	[image: ]



	Job Summary

	PonBike, a leading importer of bikes, bike accessories, and electric ride-ons, has a position, Foreign Trade Zone (FTZ) Specialist. FTZ Specialist, along with the FTZ Manager, will be responsible for U.S. customs compliance. This team ensures the accuracy of import data, physical inventory, and customs records. The FTZ Specialist must work closely with multiple departments, such as IT, Procurement, Import Logistics, Accounting, Receiving, and Shipping to ensure FTZ compliance. This position reports to the FTZ Manager.



	Essential Job Responsibilities
	% Time

	Operational
· Operates FTZ system by preparing and submitting customs data to U.S. Customs
· Ensures the movement of product in and out of the FTZ
· Create Bonds for direct and non-direct arrivals
· Process daily zone transactions (E-214) and prepare and submit weekly 3461/7501 Filings to U.S. customs as well as daily data verification
· Upload all weekly forecast information into SAP for consumption
· Take direction from FTZ Manager regarding what to consume or not to consume into the FTZ and also run the report as needed
· Collaborate with IT regarding systems issues and continuous improvements
· Be a liaison to internal and external personnel regarding FTZ operations and activities; Work closely with warehouse personnel ensuring bonded and domestic goods are properly identified, handled, and received into the zone
· Follow FTZ internal procedures manual
· Communicate with warehouse personnel to resolve receiving and inventory discrepancies and make adjustments to ensure accurate reporting to U.S. Customs
· Monitor system transactions to ensure movement in and out of FTZ are accounted for and declared properly to U.S. Customs
· Reconcile inventory between FTZ software program and company system (i.e SAP GTS and SAP ECC). Analyzing inventory between SAP/GTS and Damco before entry into the zone is essential and must be accurate.
· Ensure effective communication between warehouse personnel, internal management, and product stake holders
· Collaborate with team to accomplish task lists and trackers that are critical to FTZ performance and compliance
	50%

	Compliance
· Maintain proper record keeping required for FTZ management
· Ensure that all E-214, 3461, 7501 and other customs related transactions are accurate
· Participate in audits of FTZ transactions and processes and complete recommendations on improvements
· Actively participate on Trade Compliance Board/Task Force
· Assist with CBP valuation, classification, and reporting issues that may arise.
· Participate in continuing education in areas related to FTZ and CBP compliance and other government regulations that may affect the import of Dorel Sports products
· Work with a team of FTZ Leads/Champions at each FTZ location to make sure warehouses follow compliance procedures
· Become lead for ACE system reporting for FTZ, Accounting, Management
· Follow internal controls and company policies set by PonBike and Dorel Sports.
· Contribute to the success of PonBike by leading or assisting with other projects and tasks as assigned.
	50%

	Total (percentages must total 100%)
	100%



	[bookmark: _Hlk66952547]Key Competencies 

	Problem Solving & Decision Making - Effective performers are able to identify problems, solve them, act decisively, and show good judgement.  They isolate causes from symptoms, and compile information and alternatives to illuminate problems or issues.  They involve others as appropriate and gather information from a variety of sources.  They find a balance between studying the problem and solving it.  They readily commit to action and make decisions that reflect sound judgement.  

Team Player - Effective performers are team oriented. They identify with the larger organizational team and their role within it.  They share resources, respond to requests from other parts of the organization, and support larger legitimate organizational agendas as more important than local or personal goals.   

Organizing and Planning - Effective performers have strong organizing and planning skills that allow them to be highly productive and efficient. They manage their time wisely, and effectively prioritize multiple competing tasks. They plan, organize and actively manage meetings for maximum productivity.

Initiative - Effective performers are proactive and take action without being prompted. They don't wait to be told what to do or when to do it. They see a need, take responsibility, and act on it. They make things happen.

Integrity - Effective performers think and act ethically and honestly. They apply ethical standards of behavior to daily work activities. They take responsibility for their actions and foster a work environment where integrity is rewarded.

Technology Savvy - Effective performers use technology to be successful in their organizational role. They value technology and understand the necessity of leveraging it to stay productive and competitive. They are proactive in investigating and adopting new technologies to achieve competitive advantage.



	Minimum Requirements (include education, experience, special skills, licenses and/or certifications required.)

	· Experience using SAP ECC or comparable ERP solution (Oracle)
· Knowledge of practical FTZ regulations & application
· Holds self to high standard of performance
· Strong attention to detail and data entry accuracy
· Knowledge of harmonized tariff codes.
· Ability to follow training and procedure manuals
· Strong analytical and organizational skills to control inventory accuracy
· Advanced knowledge of Microsoft Office Excel required.
· Willingness and ability to travel to FTZ locations as needed
· Associate’s Degree in Business, Supply Chain, Operations, or related field required.
Beneficial Qualifications:
· Exposure working with customs brokers
· Experience working with US Customs and Border Protection
· Experience with Import and Export processes



	Essential Physical Demands and Frequency

	Standing
	Occasionally.
	Driving/Travel
	Travel to FTZ locations as required 

	Sitting
	Sit at desk for extended periods.
	Other
	Bending, pushing/pulling occasionally to move boxes.

	Lifting
	Occasionally up to 30 lbs. unassisted.
	Other
	Use computer keyboard and view monitor for extended periods of time.



The job description is not designed to cover or contain a comprehensive listing of activities, duties, or responsibilities that are required of the employee.  Other duties, responsibilities and activities may change or be assigned at any time with or without notice.
We are an EO employer – M/F/Veteran/Disability.  All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, citizenship, disability or protected veteran status.
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