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International Trade Traineeship 
Knowledge, skills and competences to be acquired by the trainee 
· To develop the necessary documentation for the management of imports, exports, arrivals and dispatches ( statistics statements, customs documentation, certificates of origin of goods, licenses, permits) 
· To visit Customs Code and other legislation identifying the required documentation. 
· Complete the procedures for obtaining required documentation. 
· To select the most appropriate means of transport and fill out the necessary documentation. . 
· To contact transportation companies, agencies, forwarders and consignees. To ask for bids. 
· To select the information obtained from transport companies and classify data. 
· To identify terms used in invoices or sales contracts. 
· To analyse the division of responsibilities and obligations associated to each term. 
· To know the warehouse layout and manipulation equipment. 
· To know the criteria for classification and placement of goods. 
· To work with warehouse staff controlling timing and goods in and out movements. 
· To analyse goods damage. 
· To know the criteria for inventory valuation. 
· To identify the materials and information systems used for inventory control and to record inventory sheets. 
· Using warehouse management software: store motion planning, scheduling, order management, etc. 
· To know the goods insurance policy. 
· To know the standards of labelling for packaging and wrapping. To verify compliance. 
·  To collect data on goods returns and other incidents as well as to systematize the information. 
· To request information from institutions on currency, interest rates, financing arrangements, etc.. 
· To request economic, political, social and legal data from the trading countries.
· To identify country solvency and risk levels. 
· To prepare documentation for the management of collection or payment, to contact the financial institution to manage simple payment methods, make requests and identify the means of documentary payment. 
· To review documentary collection. 
· To compare data of documents with those on the contract. 
· To obtain certificates of origin, insurance quality and others. 
· To know the company organisational chart and its general operating rules. 
· To adapt behaviour to the rules of the company and to behave with courtesy. 
· To know schedules and shifts off work, to attend work complying with the schedule faithfully. 
· To communicate in advance any trouble that may appear and justify them when necessary. 
· To plan work asking for information to those people who are responsible for the tasks involved. To follow instructions scrupulously. 
· To assist the manager with whatever tasks they assign you
Tasks
· International trade administration: Import/Export documentation 
· International trade transportation
· Warehouse management
· Packaging and labelling
· International trade documentary payments
· Company organisation: hierarchy, rules and procedures
· [bookmark: _GoBack]Managing and processing documents relating to international trading. 
· Managing and verifying the processes of storage and international distribution developed by the company 
· Performing functions related to the receipts and payments and to the financing of import /export operations
Monitoring plan
The tutor in the company will supervise the training of the student and will fill in the attached questionnaires in order to monitor the tasks and training objectives achieved by the trainee. 
Every two weeks the student sent to your mentor by email a summary of the activities at the sending institution. Likewise report any incidence.
Both mentors will be contacted by e-mail to facilitate the development of the traineeship.
Evaluation plan
The mentor of the receiving enterprise will show student the tasks and make monitoring and evaluation at the end  of the trainee. The mentor must sign the traineeship certificate and give an overall assessment of Individualized FCT (pass / fail). 
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