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Job Description

Job Title:
Customs Specialist
Job Code:
JN1500
Job Grade:
J15
SJC Code:
TBD

Reports to:  
Designated Management
EEO-1/Job Family:
Technician
Supervises:
None
Created/Revised:
June 14, 2005
Ed/Exp:
HS/3 Years
Travel:
0%
Lic/Cert:
None
Environment:
General Office


Objective:  To schedule and coordinate customs arrangements for designated NetJets International flights, including Canadian operations.  To act in compliance with U.S. and international custom laws governing the import, export, surveillance, inspection and seizure of cargo, baggage, and articles worn or carried on flights.  To maintain a current and accurate record of all custom regulations, and provide staff and management with updates on all changes.  To comply with all laws, regulations and related corporate policies and procedures for the safety and security of all staff, customers and operations. 
Essential Functions: 

1. Schedules and coordinates custom arrangements for designated NetJets International flights, including Canadian operations.  

2. Acts in compliance with U.S. and international custom laws governing the import, export, surveillance, inspection and seizure of cargo, baggage, and articles worn or carried on flights.

3. Maintains a current and accurate record of all custom regulations, and provide staff and management with updates on all changes.

4. Complies with all laws, regulations and related corporate policies and procedures for the safety and security of all staff, customers and operations.

5. Monitors I-Jet II for trip bookings, and identifies and informs immediate supervisor of errors, inconsistencies and omissions, as directed.
6. Reviews flight status reports to identify upcoming trips to new or rarely used airports, and determines current reporting requirements, operating hours, blackout times, and related protocols.

7. Establishes customs arrangements at all U.S. destinations for all NJ International flights (NJA, NJLA, NJI), including Canadian operations.

8. Provides BRIO Canadian customs checklist to CANPASS and assigned crew, as directed.
9. Files APIS transmissions for inbound and outbound Part 135 flights.

10. Confirms and documents designated information in I-Jet II, as required, including updates of tail number, crew and pax information, ETA, and location of customs clearance.

11. Determines relevant Canadian flight information in conjunction with NJA dispatchers.

12. Monitors all international flights, including flights returning to U.S. from Canada.

13. Validates the I-Jet II APIS message with Master Crew List prior to transmission.

14. Maintains accurate and current valuation of currency exchange rates and related customs regulations.

15. Provides customs expertise to NJ crewmembers, and other NJ support functions.

16. Develops and maintain effective working relationships with U.S. Customs officials.
17. Coordinates communications between clients and various international, federal, state, and local agencies, as directed.
18. Provides BRIO Customs forms to crews for each inbound and outbound flight.
19. Review NJ Pax Report to obtain and verify passports, Visas, birth certificates, and other required information.
20. Performs quality assurance and validates standardization and compliance to FAA and customs requirements.

21. Perform other related duties, including special projects, as requested or required.

Education/Experience: High School Diploma or equivalent, or the equivalent combination of related training, proficiency and experience.  An Associate’s degree is desired.  Three (3) or more years of experience scheduling and coordinating customs arrangements, or the equivalent combination of related training, proficiency and experience.
Knowledge, Skills & Abilities: Demonstrated proficiency scheduling and coordinating custom arrangements for international flights, including Canadian operations.  Demonstrated proficiency acting in compliance with U.S. and international custom laws governing the import, export, surveillance, inspection and seizure of cargo, baggage, and articles worn or carried on flights.  Demonstrated proficiency maintaining a current and accurate record of all custom regulations, and providing staff and management with updates on all changes.  Demonstrated proficiency monitoring trip bookings, and identifying and informing immediate supervisor of errors, inconsistencies and omissions.  Demonstrated proficiency reviewing flight status reports to identify upcoming trips to new or rarely used airports, and determining current reporting requirements, operating hours, blackout times, and related protocols.  Demonstrated experience maintaining and managing an archive of diverse and complex aviation data.  Demonstrated effective and diplomatic oral and written communication and customer service skills, with an emphasis on communications with diverse domestic and international business clients.  Demonstrated experience persuading and negotiating with others to comply with U.S. and international custom laws.
Licensure/Certification: None.
Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.  Must be available to work a rotating shift schedule, which may include overtime hours, as determined by immediate management. 
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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