Job Description Template
 Thomas Jefferson University &

Jefferson University Physicians 
Jefferson’s policy is to classify all jobs and establish appropriate titles and salary ranges based on what is written in the job description.  Therefore, the description should accurately reflect the primary functions of the job and identify the duties on which a person will be evaluated and held accountable.   

Job descriptions also provide a definition of the job to an applicant or employee and are used to determine if a person is capable -- with reasonable accommodation -- of performing essential job duties. Before you complete the job description template, please read the following carefully.

If the job has not yet been classified, i.e., it is newly created or substantive modifications to an existing description have been made, then

1. Complete all required information EXCEPT the classification section at the top of the form.

2. Send the job description as an e-mail attachment to your designated HR Business Partner.  The job will be reviewed and classified . The description will be returned to you by e-mail.  

If the job is already classified (the job number, salary grade and FLSA class have already been assigned), then

1. Complete all required information INCLUDING the classification section at the top of the form.

2. Send the form as an e-mail attachment to your designated HR Business Partner.  The endorsed job description will be entered into our system and a copy returned to you by e-mail.  

Please make a copy of the fully signed job description give it to the employee.

If you have any questions, call your HR Business Partner
JOB DESCRIPTION

	JOB TITLE:   Export Compliance Officer


	
	JOB NUMBER: 

	EMPLOYER:
	SALARY GRADE: 

	[X] Thomas Jefferson University 
	[X] Exempt

	[ ] Jefferson University Physicians
	[ ] Non-Exempt

	
	

	
	[ ] CHECK HERE IF CARE GIVER 

	DEPARTMENT: 
	

	DIVISION: 
	REPORTS TO (TITLE): AVP, Academic Operations & Scholarly Partnerships


PRIMARY FUNCTION:  The Export Compliance Officer will assist in the day-to-day operation and implementation of Jefferson’s Export Control Compliance program within the Office of Research Administration. The incumbent should have an awareness of export control requirements applicable to university research and related activities. Additionally, the individual should also be familiar with the International Traffic in Arms Regulations (ITAR), the Export Administration Regulations (EAR) and the Office of Foreign Assets Control (OFAC) sanctions regulations. Data collections, analysis, and reporting are a major function of the position.
ESSENTIAL FUNCTIONS: 

· Lead the improvement of export compliance processes and procedures

· Work closely with the Office of Legal Affairs to maintain the Export Compliance Manual
· Conduct out reach and serve as the key liason with stakeholders across the University to drive awareness and collaboration around export compliance processes
· Conduct export compliance assessments of international shipments, material transfers, and non-disclosure agreements
· Research and determine commodity jurisdiction and classification of materials and technologies
· Develop technology control plans (TCP) in collaboration with IS&T and researchers, as needed, and monitor compliance 

· Prepare and manage export license applications for international shipments, technology exports, and deemed exports.

· Submit commodity classification requests, commodity jurisdiction requests, requests for advisory opinions, or public comments to government agencies 
· Assist with designing and providing training to the broad university community on export control regulations

· Perform Restricted Party Screening using commercially available software and generate reports

· Evaluate international travel requests for export control-related issues and red flags; provide follow-up education about risks and protocols to traveler
· Prepare statistical data and reports of mitigated risks, screening results, and other metrics on an annual and as-needed basis
· Actively participants in professional organizations and groups such as the Association of University Export Control Officers (AUECO) and the Ohio State Export Controls Listserve

· Interacts with co-workers, visitros, and other staff consistent with Jefferson’s ISCORE values 
_________________________________________________________________________
WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Frequency: Rarely (<15%) Occasionally (16-45%)  Frequently (>46%)

	Physical Demands
	Weight

	
	Light
	
	Medium
	
	Heavy
	

	
	1-25 lbs.
	
	26-50 lbs.
	
	50+ lbs.
	

	Lifting
	R
	 FORMCHECKBOX 

	O
	
	F
	
	
	R
	
	O
	
	F
	
	
	R
	
	O
	
	F
	
	

	Carrying
	R
	 FORMCHECKBOX 

	O
	
	F
	
	
	R
	
	O
	
	F
	
	
	R
	
	O
	
	F
	
	

	Pushing/Pulling
	R
	 FORMCHECKBOX 

	O
	
	F
	
	
	R
	
	O
	
	F
	
	
	R
	
	O
	
	F
	
	

	Sliding/Transferring:
	R
	 FORMCHECKBOX 

	O
	
	F
	
	
	R
	
	O
	
	F
	
	
	R
	
	O
	
	F
	
	


	Physical Demands:
	R
	O
	F
	Physical Demands:
	R
	O
	F

	Standing
	 FORMCHECKBOX 

	
	
	Stooping/Kneeling
	 FORMCHECKBOX 

	
	

	Sitting
	
	
	 FORMCHECKBOX 

	Crouching/Crawling
	 FORMCHECKBOX 

	
	

	Walking
	 FORMCHECKBOX 

	
	
	Reaching 
	 FORMCHECKBOX 

	
	

	Talking 
	
	
	 FORMCHECKBOX 

	Hearing
	
	
	 FORMCHECKBOX 


	Driving
	 FORMCHECKBOX 

	
	
	Seeing
	
	
	 FORMCHECKBOX 


	Balancing/Climbing
	 FORMCHECKBOX 

	
	
	Turning/Twisting/Leaning
	 FORMCHECKBOX 

	
	


WORK ENVIRONMENT:

	Mental Demands:
	R
	O
	F
	
	Working Conditions:
	NA
	R
	O
	F

	Problem-solving 
	
	
	 FORMCHECKBOX 

	
	Indoor
	
	
	
	 FORMCHECKBOX 


	Decision-making
	
	
	 FORMCHECKBOX 

	
	Outdoor 
	 FORMCHECKBOX 

	
	
	

	Supervise
	 FORMCHECKBOX 

	
	
	
	High temperatures
	 FORMCHECKBOX 

	
	
	

	Interpret data 
	
	
	 FORMCHECKBOX 

	
	Cold temperatures
	 FORMCHECKBOX 

	
	
	

	Organize 
	
	
	 FORMCHECKBOX 

	
	Loud noise 
	 FORMCHECKBOX 

	
	
	

	Write
	 FORMCHECKBOX 

	
	
	
	Fumes
	 FORMCHECKBOX 

	
	
	

	Plan 
	
	 FORMCHECKBOX 

	
	
	Confined Areas
	 FORMCHECKBOX 

	
	
	

	Equipment Use:
	NA
	R
	O
	F
	
	Equipment Use:
	R
	O
	F

	Telephone
	
	
	
	 FORMCHECKBOX 

	
	Patient Testing Equipment:
	 FORMCHECKBOX 

	
	

	Computer          Level: B
	
	
	
	 FORMCHECKBOX 

	
	Patient Transportation Equipment:
	 FORMCHECKBOX 

	
	

	Copier
	
	
	 FORMCHECKBOX 

	
	
	Other, list:     
	
	
	

	Fax
	
	 FORMCHECKBOX 

	
	
	
	Other, list:     
	
	
	





Computer Levels: Beginner, Intermediate, Advanced

_________________________________________________________________________
One must be checked.
Bloodborne Pathogen Exposure Classification: 

[ ] A All or almost all employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

[ ]  B Some employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

[X] C No employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

_________________________________________________________________________
OTHER FUNCTIONS AND COMPETENCIES needed in addition to Essential Functions:
(List Functions here.):

· Excellent communication (both oral and written) and organizational skills; 

· Ability to effectively simplify and communicate complex regulatory information to constituents in a user-friendly manner targeted to their specific needs;

· Ability to accommodate and respond to shifting priorities and multiple, demanding projects in a manner that is effective and efficient;

· Ability to work on matters of high sensitivity and confidentiality 

· Ability to perform work-related to business application systems operations and maintenance, user support, data corrections, reporting, and technical trouble-shooting;
· Ability to make export control classification and determinations through analysis of the technical parameters of a product, software, or technology;
· Analyze data to evaluate business process completion and data accuracy for federal regulation compliance and reporting;

· Ability to make independent, sound judgements regarding the interpretation and application of export control regulations;

· Excellent project management skills such as the ability to pay close attention to detail, meet deadlines; 

· Monitor e-mail address: exportcontrol@jefferson.edu
· Handle logistics for all training activities related to export controls

· Ability to work as a member of a team

· High level of cultural sensitivity to academic environment
· Performs other duties as assigned


[image: image1.emf]
One must be checked.
Population Specific Patient Care Responsibilities 


[ ] Yes    [X] No
Check Yes, if this job requires providing services to various populations in a manner that demonstrates an understanding of the medical requirements of the individual’s population. 

One must be checked.
DECISION-MAKING AUTHORITY:

Check the box(s) which come closest to describing the decision making authority required in this position:

( Decisions are made within the limits of clearly established policies, procedures, or instructions.

( Decisions are made requiring limited interpretation of policies, procedures, or instructions.

X  Decisions are made requiring broad interpretation of policies, procedures, or instructions.

( Decisions are made on almost any job-related issue.

( Decisions are made on issues that affect broad-based policy.

One must be checked.
SUPERVISORY RESPONSIBILITIES:

Check the box(s) below that are supervisory responsibilities of this position, if applicable:

( Instructing



( Hiring/Terminating
( Assigning Work

( Reviewing Work


( Disciplining

( Assessing Performance

One must be checked.
____________________________________________________________________
DEGREE OF SUPERVISION RECEIVED:


[ ]     Close

[X]
General

[]    Minimal
_________________________________________________________________________

POSITIONS, SUPERVISED OR DIRECTED (TITLES AND APPROXIMATE NUMBERS):

N/A
_________________________________________________________________________
INTERNAL/EXTERNAL CONTACTS:
Internal:  Office of Research Administration and other Research Offices (RACE/JCRI), Research Conduct and Compliance, TJU Research Community, Legal Affairs, Corporate Compliance, Institutional Risk Management, Supply Chain, IS&T, Innovation Office, International Affairs, Biosafety Officer, 
External:  Partnering Institutions of Higher Education, subawardees, external sponsors, federal government (namely BIS, DDTC, and OFAC)
_________________________________________________________________________
EDUCATIONAL/TRAINING REQUIREMENTS:
Education includes a minimum of a Bachelor’s Degree in related field. Master’s Degree preferred.  
_________________________________________________________________________
CERTIFICATES, LICENSES, AND REGISTRATION:

Export compliance certification preferred
_________________________________________________________________________
EXPERIENCE REQUIREMENTS:

At least 1 year export compliance experience with university experience preferred.  A minimum of 3 years of export compliance experience required. A combination of experience and education will be acceptable.  
________________________________________________________________________
ADDITIONAL INFORMATION: 
_________________________________________________________________________
DESCRIBED BY:


   DEPARTMENT HEAD:

HUMAN RESOURCES:

Original Date

1st Revision

2nd Revision

3rd Revision

Please share your resume with Kerry Williams (Kerry.Williams@jefferson.edu). 
Revised 05/06/14

