

JOB DESCRIPTION




	Job Title: Export Administrator
	Job Code:  JE1204  

	Department: Government & Military Services
	Date Created:  February 2004

	Grade:   J18
	Revision Date:

	Summary:  Ensures compliance with export regulations and reporting.


	Principal Responsibilities:

· Documents country and end-user screening to ensure recipients of Jeppesen’s products are only exported to authorized entities
· Maintains all required records in accordance with export regulations and assist with reporting requirements.

· Supports internal export compliance audits and assessments.
· Assists in the preparation and submittal of license applications and Technical Assistance Agreements (TAAs).
· Assists in classifying Jeppesen products and technical data.
· Prepares Automated Export Shipment (AES) submittals.
· Compiles information for inclusion in reports, spreadsheets, presentations and metrics.
· Works with business development, product management,  software development, and contracts on export related issues
· Performs other duties as required

	Reports to:  Supervisor, Government Compliance

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor’s degree in International Business, International Relations or related discipline or the equivalent combination of education and experience.
· Minimum of two (2) years experience in export compliance.

· Experience working with EAR and ITAR, with an emphasis on EAR.

· Minimum of two (2) years experience dealing with Government agencies such as, the Department of State, Department of Commerce, Department of Defense and/or US Customs desired.

· Minimum of two (2) years experience in the software industry dealing with export compliance or equivalent knowledge of customized software desired.
· US Citizenship 
· Must be able to obtain a security clearance

	Competencies: 
(22) Ethics and Values, (29) Integrity and Trust , (51) Problem Solving , (2) Dealing with Ambiguity , (52) Process Management , (67) Written Communication, (11) Composure , (26)Humor , (15) Customer Focus , (31) Interpersonal Savvy

	Travel:  Less than 15%

	Environment:  Office

	Physical Requirements: Sitting, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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