Customs Compliance Coordinator
 
 
Alba Wheels Up is a premier Customhouse broker and Freight Forwarder. Alba Wheels Up has become the standard for the expertise needed to handle the Wearing apparel, Perishable, Electronics and Marble & Stone sectors, traditionally the most difficult commodities to both harmonize and provide supply chain management to. Our Global network provides true door-to-door service and supply chain management required in today's logistics environment. Our advanced transport management platform ensures visibility of our client's freight from point to point. All team members are encouraged and supported to obtain their career and personal goals while working in world class facilities.
 
Job Description
The Customs Compliance Coordinator will work in the Customs Compliance Department alongside the VP of Customs Compliance and the other Customs Compliance Staff. Their role will be to assist where needed, following the direction of the VP.
Responsibilities:
· Assist with daily, weekly, and monthly duties in the Customs Compliance department
· File, bill, and place new client Customs Bonds
· Review weekly bond saturation levels and communicate to branches/clients
· Communicate bond requirements to the Customer Experience Team, Sales team, and Brokerage staff.   
· Run, review, and provide analysis of data on customs brokerage related reports (generally in Excel)
· Follow-up on internal issues, answer questions and resolve problems in a timely manner.
· Oversee record keeping related to import compliance.
· Interact with people from other departments and communicate to them the issues regarding compliance.
· Maintain accurate and complete file notes for import compliance.
· Work with the compliance team to coordinate and develop projects as required.  
· Stay abreast of legal changes in Customs regulations and tariffs
 
Qualifications:
· High school diploma or equivalent a must.
· Experience in the logistics or customs brokerage industry preferred
· Familiarization with import commercial documents and data elements contained therein
· Possess excellent customer service and interpersonal communication skills (both verbal and written).
· Ability to work in a fast-paced environment and complete projects within assigned deadline.
· Strong organizational skills and ability to multi-task and prioritize workload.
· Strong MS Excel skills
· Ability to pay attention to details with emphasis on accuracy and quality.
· Ability to identify issues and act with a sense of urgency to resolve them.
· Aptitude for simple accounting and analytical skills.
· Proficient in Windows and Microsoft Office Suite, especially Excel
· CargoWise experience a plus.
 
Alba Wheels Up International is an Equal Opportunity Employer.
 

