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Job Description – Import/Export Administrator
Position 

Job Title:  Import/Export Administrator – Entry Level
Department:  Operations
Primary Location:  Personal Residency
Reports To:  Account Manager
Employment Type:  Hourly, Bonus Eligible
Primary Role:
This role will work closely with Vigilant’s Account Manager to perform and oversee various tasks as defined by the client.  Will be responsible for managing the client shipment and clearance exceptions, coordinate with Custom Brokers, ensure compliance with all import and export filings, while tracking and reporting various metrics.     

Vigilant Core Values:
· Accountable/Takes Pride in Work (Reliable/Get “R” Done)

· Understands the value of reputation

· Interested in continuous improvement

· Passionate/Can-do attitude 

· Does the right thing (Help First, Goes the extra mile)

 
Functional Requirements and Specific Responsibilities:
· Responsible for following the client requirements as trained.

· Responsible for performing and managing multiple import and export activities as assigned

· Arranging customs clearance with Customs Broker

· Manage shipment, import and export declarations and exceptions
· Manage the required recordkeeping activities

· Assist in creating and updated the various department procedures and work instructions

· Provide daily updates and reporting concerning the various transactions

· Review the daily/monthly prelim statements for ACH Payment processing

· Coordinate with other internal and external teams to ensure the various legal export requirements are included in their various projects.

· Conduct ongoing data analysis with a goal of driving improvement in service delivery to clients and overall business efficiency.

· Must organize and prioritize work in a dynamic and complex environment to meet deadlines and daily requirements.

· Must adapt to changing priorities while meeting deadlines and managing workload.

· Must effectively work with others in a cooperative and respectful manner to accomplish position requirements and participate in team efforts.

· Must adhere to Vigilant Employee Handbook and Vigilant Company policies and procedures.

· Other Duties as assigned by the Account Manager

 
Required Knowledge, Skills and Experience:
· Bachelor’s Degree is a plus
· Must have experience working with import and export transactions, International Logistics and Global Trade compliance requirements.

· Must be proficient in Excel, Word and PowerPoint

· Must be organized and able to manage multiple tasks simultaneously 
· Experience with Oracle GTM is preferred.

· Must have excellent communication and analytical skills with a very high attention to detail.

· Must be able to work independent of supervision with the ability to adapt to a dynamic environment.

· Ability to work effectively with teams of staff from Vigilant, partners and clients. 

How to apply:
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