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Import/Export Clerk Definition 
Import/Export Clerks in food and beverage processing facilities arrange and direct the transportation 
and shipment of products to and from the USA and other foreign destinations. They compile, complete, 
and verify the forms and documents necessary for the import and/or export of products. Documents are 
used or prepared in accordance with established procedures, guidelines and schedules. Import/Export 
Clerks function as the liaison between the food production facility and customs brokers, transportation 
brokers, carriers, suppliers and customers. The products being shipped and the products’ destinations 
significantly affect the job in terms of the necessary paperwork and difficulty of transportation 
arrangements. 
 
The Import/Export Clerk in food manufacturing essential skills profile was based on essential skills 
profile for Administrative Clerks (NOC 1441) developed by the Government of Canada department of 
Employment and Social Development Canada. 
 
The most important Essential Skills for Import/Export Clerks are:  
 

 Document Use 

 Oral Communication 

 Thinking Skills (Problem Solving) 

Keys to Understanding Essential Skills Profiles 
The profiles are organized by essential skill. Each essential skill section contains the following key 

elements: 

 Example tasks: a list of essential skills-related tasks. This list describes the different types of 

tasks workers may be expected to do for each essential skill in an occupation. 

 Complexity ratings: the number found in brackets beside each example task. These estimated 

numbers range from Level 1 (basic) to Level 5 (advanced), depending on how difficult the task is. 

The complexity levels may vary based on the requirements of the workplace. 

 Essential skill function overviews: describe the purpose and/or use of each essential skill 

(except for Thinking). This section, usually presented in a table format, is omitted from short 

versions of the profiles. 

 Impact of digital technology:  updated profiles include new information on the effect digital 

technology has on the essential skills-related tasks required in an occupation. 

o In long versions of the updated profiles, this information is found after the list of 

example tasks for each essential skill. 

o In short versions of the updated profiles, this information is summarized at the end of 

the profile in an "Impact of Digital Technology" summary. 

http://www.esdc.gc.ca/en/essential_skills/profiles/guide.page#h2.3-h3.4
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The following icons are used to identify the 9 components of the Essential Skills Profiles: 

 

READING 

 

 
DOCUMENT USE 

 
WRITING 

 

NUMERACY 

 

 
ORAL COMMUNICATION 

 
THINKING SKILLS 

 

DIGITAL 
TECHNOLOGY 

 

 
WORKING WITH OTHERS 

 
CONTINUOUS LEARNING 

 

 

Definitions & Complexity Levels 

Reading  

 
Definition 
Reading refers to the skills needed to understand and apply information found in sentences and 
paragraphs. 
 
At work, people use reading skills to locate and use information from memos, emails, manuals, reports, 
proposals and other written material. 
 

Complexity Level 

The level of difficulty of reading tasks ranges between being able to read short texts to find a single piece 
of information (complexity Level 1), to being able to understand and use long and complicated texts, like 
contracts or reports (complexity Level 5). 

The ability to read at a complexity Level 3 is essential for most jobs - even for those that do not require a 
college diploma, university degree or specialized training. For example, this level of reading is needed for 
workers to succeed in job-specific training and read safety-related information. 
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Document Use 

 
Definition 
Document use refers to the skills needed to find, enter and use letters, numbers, symbols and images in 
electronic and paper formats. 
 
At work, people use document use skills to find and enter information in electronic and paper visual 
displays, such as forms, lists, tables, graphs, maps and drawings. 
 

Complexity Level 

The document use complexity scale ranges from Level 1 to Level 5 based on the number, type and 
structure of documents; how information is found and entered (and whether or not the information is 
modified in order to be used); and the worker’s thought process and their previous knowledge of the 
content. 
In some cases, tasks that require document use skills may also require other essential skills. For example, 
reading skills might also be required for a document that includes a paragraph of text (e.g. on a label). In 
a similar way, writing skills might be needed when a document requires the entry of words, phrases, 
sentences and paragraphs. 
 

Writing 

 
Definition 
Writing refers to the skills needed to compose handwritten or typed text to communicate information 
and ideas. 
 
At work, people use writing skills to compose texts, such as notes, memos, bulletins, email messages, 
instructions, procedures and reports. 
 

Complexity Level 

The writing complexity scale is organized into themes, which explain the complexity requirements of 
writing tasks: 

 length and purpose, 
 style and structure, and 
 content 

Writing tasks may range from writing short and informal notes (complexity Level 1) to writing longer, 
technical documents based on many different sources of information and adapted to a specific audience 
(complexity Level 5). 
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Numeracy 

 
Definition 
Numeracy refers to the skills needed to make sense of and apply mathematical concepts and 
information. 
 
At work, people use numeracy skills to tally costs, create budgets, calculate lengths and volumes, analyze 
data, estimate times and manage the other mathematical demands of different situations. 

Complexity Level 

The level of difficulty of a numeracy task is determined by the math task performed, as well as the 
knowledge needed to perform the task properly. There is a difference between a worker’s ability to work 
with numbers and their understanding of when they should use certain types of math. For example, a 
worker can take a number from a computer printout and put it in a report without knowing how it was 
calculated. Also, some numeracy tasks require workers to make sense of mathematical information 
found in text or media and not just simply perform mathematical operations. 
 
Numeracy example tasks are assessed across four (estimation) to five (calculation) levels of difficulty and 
depend on many factors, such as: 
 

 the number, type and difficulty of mathematical operations needed to find a solution to a   
problem; 

 the amount of information available and the level of accuracy required; and, 

 the consequence of making a mistake. 

Oral communication 

 
Definition 
Oral communication refers to the skills needed to exchange thoughts and information with other people 
by speaking, listening and using non-verbal cues, such as body language. 
 
At work, people use oral communication skills to talk to customers, discuss products with suppliers, 
explain work procedures to co-workers, participate in virtual sales meetings with clients, and other 
activities that involve verbal exchanges. 

Complexity Level 

The level of difficulty related to oral communication tasks is based on four factors: 
 the range and complexity of oral communication required from giving basic instructions (Level 1) 

to carrying out complicated negotiations (Level 4); 
 the range and complexity of information communicated from a familiar, simple topic (Level 1) to 

complex, highly detailed technical information (Level 4); 
 the range and complexity of the communication context from communicating with one person at 

a time in an everyday situation (Level 1) to communicating with a new and challenging audience 
in an unfamiliar setting (Level 4); and, 

 the risks involved with not being able to communicate properly from minor inefficiencies (Level 1) 
to the loss of life or serious injury (Level 4). 
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Thinking Skills 

 
Definition 
Thinking refers to the skills needed to solve problems, make decisions, think critically, plan, remember 
details, and find information. 
 
At work, people use thinking skills to do tasks, such as solving electronic equipment problems, assessing 
the safety of a jobsite, deciding who to hire, planning meetings, memorizing passwords, and finding the 
information needed to estimate the cost of a project. 
 
Complexity Level 

The four levels of complexity for various thinking-related activities are based on these factors: 
 

 the steps involved in problem solving, from identifying a problem to finding and assessing a 
solution; 

 what is involved in decision making, i.e. the consequence of making a mistake, the extent to 
which information is available, procedures are explained, similar examples exist and judgment is 
needed to make a decision; 

 the criteria, assessment and effects of critical thinking processes; 

 to what extent workers need to plan and organize their own tasks and the impact this might 
have on the total efficiency of a project; and 

 the difficulty of finding, selecting, understanding and processing information. 
 

 

Digital Technology 

 
Definition 
Digital technology refers to the skills needed to understand and use digital systems, tools and 
applications, and to process digital information. 
 
At work, people use digital technology skills to input, access, analyze, organize, create and communicate 
information and ideas using computers, software, point-of-sale equipment, email, podcasts, web 
applications, smart phones and other digital devices. 
 
Complexity Level 

Digital skills are currently being assessed against levels defined for computer use. As complexity levels 
are defined through digital skills research, both the methodology and the profiles will be updated as 
needed. 

 

 

 

 



 

FPHRC                                                                     Essential Skills Profile – Import/Export Clerk 6 

  

Working with Others 

 
Definition 
Working with others refers to the skills needed to interact with other people (one or more). 
 
At work, people work with others in pairs and in small and large groups to coordinate tasks, share 
resources, plan, make decisions, negotiate, solve conflicts and complete other activities that involve 
teamwork. 
 
Complexity Level 

Complexity levels are not assigned to this essential skill. 
 

Continuous Learning 

 
Definition 
Continuous learning refers to the skills needed to continually develop and improve one's skills and 
knowledge in order to work effectively and adapt to changes. 
 
At work, people use continuous learning skills to identify and develop the knowledge and skills they need 
to perform well, build careers, prepare for and adapt to changes in processes, technology, regulations, 
employer demands, etc. 
 
Complexity Level 

Complexity levels are not assigned to this essential skill. 
 

Additional Information 

 
Definition 
The additional information section provides a summary of information collected during interviews with 
workers. It may contain the following main sub-sections: working with others, continuous learning, 
digital skill requirements, physical aspects and attitudes. 
 
Digital skills requirements describe the extent to which workers rely on specific types of digital skills to do 
their work. It may include both current and projected requirements. 
 
Physical aspects explain the physical requirements of an occupation: the psychomotor (i.e. the link 
between mental activity and the physical movement of the body) and sensory aspects of a job. Physical  
 
Attitudes summarize answers to the question, "What attitudes should someone have to do this job well?"  
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Import/Export 
Food Processing Facility 

1. Reading Text 
The typical text reading tasks of Import/Export Clerks are at Complexity Levels 2 and 3. Their most 
complex text reading tasks are at Complexity Level 3.  
 
Import/Export Clerks:  
 

 Read internal memos, faxes and newsletters about procedural changes, new employees or company 
events. Also may receive general publications from head office on business practices. (2) 

 May read letters such as correspondence to customers or letters defining terms of credit for a 
customer. (2) 

 Read instructions for completing forms issued by government departments or customs brokers. Read 
guides that indicate which documents need to be completed for exports to different countries. (2) 

 Read letters from brokers and government departments updating them on new tariffs, exemptions 
or remissions. Failure to read these letters diligently can result in incorrect documentation. (2) 

 May read letters, faxes, and e-mail messages from international customers. The content of such 
correspondence may vary, ranging from requests for information regarding shipment/delivery times 
or explaining situations that have occurred. (2) 

 Read e-mail messages from shipping companies that provide updates on pending port conditions, 
estimated delivery times and anticipated delays or issues. (2) 

 Read workplace hazardous materials system (WHMIS) and Transportation of Dangerous Goods (TDG) 
information. They need to be generally familiar with this information, but they also may have to 
answer questions from a carrier or customer with regard to the classification and handling of the 
goods being transported. (3) 

 Read lengthy text passages on the variety of forms that are unique to agri-food products and to the 
various countries to which they are being exported. For example, a Clerk shipping malted barley 
needs to provide a Phytosanitary Certificate and arrange for a Canadian wheat permit whereas a 
Clerk shipping beef needs to provide a Sanitary Health Certificate and an additional BSE waiver when 
shipping to Japan. (3) 

 Read regulations regarding controlled or banned substances, such as food additives or pesticides, for 
exporting countries. Failure to comply with controlled/banned substances regulations may result in 
shipments being declined upon delivery and a loss of profit for their companies. (3) 

 Read policy and procedures manuals for various countries to which they are exporting to or 
importing from. These manuals are read initially in order to learn, but are also used as day-to-day 
references as novel situations arise requiring clarification or instruction. (3) 

 



 

FPHRC                                                                     Essential Skills Profile – Import/Export Clerk 10 

  

 Read journals, magazines, books or any other reference material that is relevant to their job. For 
example, they may read the trade agreement manuals or Canadian Tariffs books. The purpose may 
be to find a ‘HS’ (tariff) code or to locate the most advantageous tariff classification. Likewise, the 
they may read IATA's Dangerous Goods and Regulations to ‘interpret’ the applicability of various 
criteria for the labelling, packaging and content of products which are to be shipped by air. (3) 

 
 

 

Reading Profile 

 
Purpose for Reading 

Type of Text To scan for specific information/To locate 
information. 

To skim for overall meaning, to get the 
'gist'. 

To read the full text to understand or to 
learn. 

Forms  
 

 

Labels  
  

Notes, Letters 
Memos  

  

Manuals, 
Specifications 
Regulations 

   

Reports, Books 
Journals    

 
 

2. Document Use  
The typical document use tasks of Import/Export Clerks are at Complexity Levels 1 to 3. Their most 
complex document use tasks are at Complexity Level 3.  
 
Import/Export Clerks:  
 

 Read shipping tags (e.g. transportation placard provided to the carrier), bar code tags (for items with 
a line release) and safety labels. (1) 

 Read various notes posted around the work station or in a self-compiled reference binder. These 
notes contain such information as catch-weights, export codes, ports of crossing, conversion 
formulas and phone numbers. (1) 

 Read weight sheets from the shipping and sales departments. (1) 

 Scan documentation provided by suppliers, such as Certificates of Origin (COOs), bills of lading, QA 
reports and pesticide/chemical records to verify and confirm accuracy and compliance. (2) 

 Check invoices (incoming and outgoing) as well as other documents for correctness before using the 
information to fill orders. (2) 

 Read various sales receipts and take relevant data from them (e.g. IRS number, addresses, and 
product data) to prepare shipping forms and to fill the order. (2) 
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 Use tables to find figures to complete documents. For example, they may need to consult the 
Canadian Alcometric Table (detailing the volume of different proof alcohol at different temperatures) 
or a transportation chart to determine the price of shipping a package. (3) 

 
Other Document Use Tasks 
 
Import/Export Clerks:  
 

 Compile and prepare documents for carriers (if going by road) or fax/courier them to broker (if going 
by rail). For example, a Clerk may prepare the carriers ‘manifest.’ 

 Commonly are faced with new forms which require the same essential information as other forms. 
Clerks must interpret the data entry boxes and spaces and decide what information goes where and 
what information needs to be changed from previous versions.   

 Create shipping schedules by referencing production and inventory sheets to organize and co-
ordinate shipments. The shipping schedule would also be used to notify the shipping department of 
the loading schedule; and to make arrangements with carriers and transportation brokers for the 
transportation of products (e.g. ordering rail cars, contacting carriers, or making arrangements with a 
shipping line). 

 complete government forms like the NAFTA Certificates of Origin, Canada Customs Invoice (gives 
value of shipment), US Customs Invoice (for shipments to the US only) or Importer Security Filing 
‘10+2’ forms (for import cargo arriving from the US by vessel). Information may have to be extracted 
from multiple sources to complete these forms. 

 Prepare customs documents for any shipments overseas. Every Clerk needs to be familiar with 
Revenue Canada's form B13 - International Declaration. The Clerk often has to go to multiple sources 
for information to complete such documents. For example, they need to find the correct tariff code 
(located either in a letter, on the NAFTA certificate, or in a reference manual) and they must also 
know in detail the precise origin of the product and its components. The Clerk would also need to 
decide what country-specific information needs to be filled in or included. Other documents like sales 
slips and load sheets may also be referred to for other shipping information. 

 
Document Use Profile  
 
Import/Export Clerks:  
 

 Read signs, labels or lists. 

 Complete forms by marking check boxes, recording numerical information or entering words, 
phrases, sentences or texts of a paragraph or more. 

 Read completed forms containing check boxes, numerical entries, phrases, addresses, sentences 
or texts of a paragraph or more. 

 Read tables, schedules or other table-like text. 

 Create tables, schedules or other table-like text. 

 Enter information on tables, schedules or other table-like text. 

 Obtain specific information from graphs or charts. 
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3. Writing 
The typical writing tasks of Import/Export Clerks are at Complexity Levels 1 to 3. Their most complex 
writing tasks are at Complexity Level 3.  
 
Import/Export Clerks:  
 

 Write letters to suppliers. These letters may request action, explain problems or request changes to 
shipping schedules. (2) 

 Write e-mail messages to internal personnel, such as procurement and sales, to provide updates on 
delivery times of product or to inform them of any delays or issues experienced. (2) 

 Write letters to customs officials to remedy a problem. For example, the wrong tariff code may have 
been written on a form. The letter is intended to explain the error and correct it. (2) 

 Write cover letters to customs brokers for shipments, including information about the type of 
product being shipped, weight of shipment, invoice value, reference numbers and destination. (2) 

 Write letters, faxes, and e-mail messages to customers to request information, to explain a situation 
or to attempt to resolve a problem. The letters may inform customers that a shipment is going to be 
delayed and explain why; explain problems with production of a product ordered; or reschedule a 
shipment for another time. (3) 

 Write letters instructing carriers and handlers about services required. For example, they may need 
to get a product moving as soon as possible when demurrage charges are being applied. (3) 

 Write quality control claim reports to explain problems or issues encountered with shipments. They 
clearly articulate the problems, such as damages, and submit the reports to their suppliers for 
responsive action. (3) 

 Write longer letters and memos to explain procedures. The purpose may be for personal reference, 
to leave written procedures that can be followed in their absence or to inform brokers and shippers. 
(3) 

 

Writing Profile 

 
Purpose for Writing 

Length To organize/to 
remember 

To keep a record/to 
document 

To inform/ to request 
information 

To persuade/ to 
justify a request 

To present an analysis or 
comparison 

Texts requiring less than one 
paragraph of new text    

  
Texts rarely requiring more than 
one paragraph  

   
 

Longer texts 
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4. Numeracy 
The Numerical Calculation Rating Scale ranges from Level 1 (least complex) to Level 5 (most complex). 
The numeracy tasks of Import/Export Clerks involve:  
 

 Money Math at Complexity Levels 2 and 3. 

 Scheduling or Budgeting and Accounting Math at Complexity Level 3. 

 Measurement and Calculation Math at Complexity Levels 1 and 2. 

 Data Analysis Math at Complexity Level 1. 
 
Import/Export Clerks:  
 

 Calculate the amount of an invoice, including taxes and discounts. Create invoices to claim dollar 
amounts for rejected goods. (Money Math) (2) 

 Calculate various costs including shipping, loading and storage or demurrages charges. Various rates 
and charges may need to factored in to the calculation, depending on the need for rushing a 
shipment or paying demurrage. (Money Math) (3) 

 Schedule the loading and shipment activities for the day taking into consideration the size of the 
load, production schedule, shipping timelines, shipping time to port, time required to containerize 
the order and the departure time of the ship. Scheduling also needs to factor in the availability of 
shipping containers or carriers and the priority of different orders. During the course of a day or 
week, schedules commonly must be adjusted to accommodate unforeseen circumstances. 
(Scheduling or Budgeting and Accounting Math) (3) 

 Convert weights and volumes to different units and to different measurement systems. For example, 
they calculate the weight of an order based on the known weight of a single unit (e.g. a bushel) and 
then convert this to metric tons, US ‘short’ tons, kilograms or pounds. (Measurement and Calculation 
Math) (2) 

 Compare figures on various forms (e.g. load sheets, invoices, weight sheets) for accuracy and 
consistency. For example, they may add up the weight of a shipment and compare figures to an 
invoice or bill of sale requirements. (Data Analysis Math) (1) 

 

Numerical Estimation  
The Numerical Estimation Rating Scale ranges from Level 1 (least complex) to Level 4 (most complex). 
The numerical estimation tasks of Import/Export Clerks are at Complexity Levels 2 and 3.  
 
 
Import/Export Clerks:  

 

 Estimate inventory, supplies on hand or the number of containers required based on the shipping 
schedule and order sizes. Clerks may order more rail cars than necessary to be safe. (2) 

 Estimate the capacity of a load to include packaging weights that are not included in the basic 
shipment. Clerks will sometimes overestimate the capacity to avoid any allegations of smuggling. (2) 

 Estimate a shipping date factoring in time for loading, time to transport the order to the port and the 
availability of carriers. (3) 
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Math Skills Profile  
 
a. Mathematical Foundations Used  

 

 
Import/Export Clerks:  

Number Concepts 
 

Whole Numbers 
read and write, count, round off, add or subtract, multiply or divide whole numbers. For example, counting the number of rail cars 
as part of a shipment; adding the individual boxed weights in an order; reading tariff codes, purchase order numbers, shipping 
reference numbers and container numbers. 

Integers read and write, add or subtract, multiply or divide integers. For example, writing credits or outstanding balances on invoices. 
Rational Numbers  
- Decimals 

read and write, round off, add or subtract decimals, multiply or divide by a decimal, multiply or divide decimals. For example, using 
decimals when converting pounds to kilograms; calculating invoice prices to two decimal places. 

Rational Numbers  
- Percent 

read and write percents, calculate the percent one number is of another, calculate a percent of a number. For example, calculating 
tax rates; determining the capacity of a container being used by a shipment, e.g. 75% full; calculating duty rates.  

Patterns and 
Relations  
Use of Rate, Ratio 
and Proportion 

use a ratio showing comparison between two quantities with the same units, use a proportion showing comparison between two 
rates or ratios in order to solve problems. For example, calculating exchange rates between US/CA/EUR.  

Equations and 
Formulae 

solve problems by constructing and solving equations with one unknown; use formulae by inserting quantities for variables and 
solving; write, simplify and solve two variable algebraic problems; write simplify and solve quadratic equations. For example, 
applying known factors like the apparent strength of alcohol and its temperature to find conversion factors in the Canadian 
Alcometric Tables; calculating capacities and invoice prices; calculating freight prices by multiplying the amount of freight to be 
shipped by the unit price.  

Shape and  
Spatial Sense  
Measurement 
Conversions perform measurement conversions. For example, converting pounds to kilograms; converting metric tons to US tons. 

See Use of 
Documents for 
information on: 

- using tables, schedules or other table-like text. 
- using graphical presentations 

 
b. How Calculations Are Performed 
 
Import/Export Clerks may make calculations:  

 

 In their head 

 Using a pen and paper 

 Using a calculator 

 Using a computer 
 

c. Measurement Instruments Used 

Import/Export Clerks measure:  
  

 Time. For example, using a watch, clock, or calendar. 

 Weight or mass. For example, using an electronic scale. 

 Distance or dimension. For example, using a road map or table. 
 
They use:  
 

 The metric measurement system. 

 The imperial measurement system. 
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5. Oral Communication  
The typical oral communication tasks of Import/Export Clerks are at Complexity Levels 1 to 3. Their most 
complex oral communication tasks are at Complexity Level 3.  
 
Import/Export Clerks: 
 

 Interact with personnel at transportation companies (e.g. air, sea, rail, ground) to arrange for 
containers for a shipment (1) 

 Communicate with truck drivers to arrange for the delivery of full trailers of products and for the 
pick-up of trailers once they have been unloaded. (1) 

 Exchange expected delivery dates and times with warehouse personnel to arrange for physical and 
human resources to facilitate the receipt of product. (2) 

 May communicate with suppliers to inform them that the necessary paperwork has not arrived to 
allow for shipping to occur. (2) 

 Coordinate with service providers to arrange for the completion of services for a shipment. For 
example, a Clerk exporting grain to Mexico may arrange for the fumigation of rail cars prior to 
shipping. A Clerk arranging for the exporting of beef overseas may arrange for a veterinarian to 
inspect the cattle prior to shipping. (2) 

 Talk to customers in person or on the phone to report on the status of their shipment and to answer 
their questions. (2) 

 Interact with customs brokers. They receive relevant information from the broker regarding 
regulations and document requirements in various countries. In turn, they will provide product and 
company information. The Clerk is constantly in communication with the customs broker regarding 
documentation and the status of shipments. (2) 

 Speak with various authorities to facilitate the movement of their products. They may have to 
placate a customs officer, assure a carrier that proper papers will be arranged or encourage a shipper 
to find passage for a shipment. In some situations, it may mean asking a courier to rush an incoming 
delivery or persuading a supplier to provide the necessary paperwork to Canada Customs. (3) 

 
Modes of Communication Used 
 
Import/Export Clerks communicate:  
 

 In person. 

 Using the telephone. 
 
Other Factors Impacting Communication  
Import/Export Clerks may have to communicate with personnel in other time-zones. They must keep the 
time differences in mind when attempting to connect with these individuals and adapt accordingly.  
 
Oral Communication Profile 
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Purpose for Oral Communication 

Type To provide/ receive 
information, 
explanation, 
direction 

To seek, 
obtain 
information 

To co-
ordinate work 
with that of 
others 

To discuss 
(exchange 
information, 
opinions) 

To 
persuade 

To 
facilitate, 
animate 

To instruct, instil 
understanding, 
knowledge 

To negotiate, 
resolve 
conflict 

Interact with co-
workers        

 
Interact with 
those you 
supervise or 
direct 

   
 

 
   

Interact with 
supervisor/ 
manager 

   
     

Interact with 
customers/ 
clients/ public 

  
  

 
 

  

Interact with 
suppliers, 
servicers 

   
 

 
 

  

Participate in 
group discussion    

     
Present 
information to a 
small group 

  
    

 
 

 

6. Thinking Skills  

6.1 Problem Solving: 

Involves problems that require solutions; most problems concern mechanical challenges, people or 

situations. 

The Problem Solving Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical problem solving tasks of Import/Export Clerks are at Complexity Levels 2 and 3. 
Their most complex problem solving tasks are at Complexity Level 3.  
 
Import/Export Clerks:  

 

 Encounter inconsistencies between administrative and financial records. They check forms and 
computer records, ask customers questions and speak with staff from various departments until the 
error is resolved. (2) 

 

 Find that a product that they are exporting to a new customer contains a banned substance. They 
contact their supplier to obtain required documentation about the banned substance and if possible, 
re-ship the rejected products to a customer in another country where the substance is not banned. If 
re-shipment is not possible, they send the product back to the country of origin (the supplier) and 
open a claim. (3) 
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 Find that they are missing critical importing documentation from a supplier. They contact the 
supplier directly to request the documents. In the interim, they may prepare an ‘amended entry’ by 
contacting a government embassy or consulate to receive an official ‘guarantee.’ (2) 

 Discover during unloading by warehouse personnel that a shipment contains damaged goods. They 
instruct the warehouse personnel to visually inspect the whole shipment and put damaged product 
on hold. They then contact personnel from their quality assurance department to inspect the product 
on hold and to provide recommendations for managing the damaged product, which may include 
filing a claim with the supplier or the transportation company, depending on the cause of the 
damages. (2) 

 Find that timelines for shipments will not be met as original scheduled. For example, they may 
receive information from production that there has been a problem in manufacturing the product to 
the customer's unique specifications and that the shipment must therefore be delayed. They may 
need to inform the supervisor of the delay and notify carriers, rail yards and shippers of the delay and 
make other arrangements for the shipment and/or the rail cars already allotted. (3) 

 Find that the truck carrying a shipment of their product to a customer overseas has broken down, 
causing delays in their deliveries. They work with the transportation company to arrange alternative 
delivery arrangements to mitigate delays as much as possible. They then inform the customer of the 
situation, the solution that has been implemented and the new expected delivery time. (3) 

 Find that two carriers may have been sent out with each other’s paperwork. They have to assure the 
customs officials and the carriers that the problem will be rectified and then make arrangements 
with two couriers to pick up and redeliver the paperwork to the correct crossing. (3) 

 Discover that an order scheduled for pick-up the next day has not cleared customs as indicated by 
their customs broker. They call their customs broker to confirm that customs have been cleared. 
They then call the terminal where the shipment is being stored to rectify the documentation error 
and have the shipment cleared. If the issue was not rectified prior to the truck arriving, their 
company would be charged a pick-up fee, but the product would not be released. (3) 

 

6.2 Decision Making: 

Refers to making a choice among options. 
 

The Decision Making Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical decision making tasks of Import/Export Clerks are at Complexity Levels 1 to 3. 
Their most complex decision making tasks are at Complexity Level 3.  
 
Import/Export Clerks:  
 

 May decide when to order additional inventory. If the company imports speciality ingredients for use 
in the manufacturing of a value-added product, they may have to forecast usage and order in 
advance of any possible need. Some shipments take well over a month to arrive, so they have to plan 
accordingly to ensure that they can meet their demands. (1) 
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 Decide how general procedures and regulations apply in particular or unique cases. For example, 
when importing a product, they interpret its use and end-state in such a way as to legally read the 
product as GST exempt. (2) 

 Decide how to proceed when faced with significant delays in shipping. For example, if they 
experience a strike or work-stoppage that impacts the shipments of their products, they consider 
what options are available to enable them to make their shipments with the least impact on original 
timelines. This may include engaging another mode of transportation or transportation company. (2) 

 Decide on the best method of transporting a shipment. They consider price, carrier availability, 
container suitability, time of transport, which coast to ship from, the availability of a ship at the time 
of arrival, and the customer’s timelines when making their decision. (3) 

 

6.3 Critical Thinking:  

Refers to the process of evaluating ideas or information, using a rational, logical thought process, and 
referring to objective criteria, to reach a rational judgment about value, or to identify strengths and 
weaknesses. 
 
The Critical Thinking Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical critical thinking tasks of Import/Export Clerks are at Complexity Levels 1 to 4. Their 
most complex critical thinking tasks are at Complexity Levels 3 and 4. 
 

 Assess suppliers by reviewing all documentation provided to them, including Certificates of Origin 
(COOs), quality assurance reports, health certificates, recipes and ingredient lists, pesticide and 
chemical records and other documentation relating to their products.  As a mediator or ‘go between’ 
the supplier and the customer, they assess the quality and integrity of the supplier’s products in 
relation to regulations and standards to determine the supplier’s ability to meet their customer’s 
needs. (2) 

 Evaluate freight options by comparing freight costs, transportation timelines, modes of 
transportation, container options, level of risk to shipments during transport, insurance availability 
and locality. They conduct a cost-benefit analysis to determine the best transportation options which 
may vary depending upon the customer, product time and shipping schedules (3).   

 Evaluate customers’ needs when there are cultural and language differences present. When working 
with international clients (both suppliers and customers), they have to constantly evaluate their 
working relationships and recognize cultural and language nuances that can create discrepancies 
between what is intended and what is actually vocalized. They must constantly evaluate their actions 
and the action of their clients in a cultural context to ensure that all parties are on the same page. (3)  

 Determine the feasibility of export to a new customer. For example, with the emergence of new 
trade partnerships and agreements that open up new avenues for importing/exporting, Clerks must 
evaluate the regulations, policies and procedures pertaining to trade with other countries to 
determine if exporting is feasible from both physical and financial perspectives. Determining the 
feasibility prior to embarking upon new trade opportunities shelters the Clerks’ companies from 
financial pitfalls associated with lack of knowledge or planning for new markets. (4) 
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6.4 Job Task Planning and Organizing: 

Refers to the extent to which Import/Export Clerks plan and organize their own tasks.  
 

The Job Task Planning and Organizing Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Import/Export Clerks plan and organize their job tasks at Complexity Level 3. 
 
Description:  
Import/Export Clerks generally import from or export to the same customers or suppliers all the time. 
The quantities that they ship are also rather consistent. They must be able to prioritize shipments 
according to specific requirements and deadlines. This may mean having to reorganize their own 
schedules (work over lunch, stay late, or come in on a weekend) and the facility’s shipping schedules. In 
addition, they may have to communicate with suppliers and/or customers in different time-zones; as 
such, they may have to adapt their schedules to allow for the exchange of information. They have to be 
able to think on their feet. While job requirements are consistent, they always have new things 
happening and new tasks needing to be done. It is a job that requires significant abilities to troubleshoot 
and deal with interpersonal issues.  
 

6.5 Significant Use of Memory 

Import/Export Clerks:  
 

 Remember product requirements and distinctions. For example, a Clerk shipping beef would need to 
know that some offal comes in predetermined packaged weights while other packaged offal may 
vary. They may have to remember a product’s ingredients, transportation guidelines or the 
obscuration rates relevant to a lab report. 

 Remember tariff codes, GST/HST and IRS numbers. 

 May remember shipping capacities and volumes, such as the total number of units that will fit on a 
truck, its total weight, and its total price. 

 Memorize conversion factors and equivalents (e.g. metric to imperial weights). 

 Remember international operator, country and city codes and know how to interpret them when 
phoning or faxing. The clerk has to remember that even though a city code might have one or two 
zeros ahead of it that if you are phoning from out of country, these numbers must be dropped. 

 

6.6 Finding Information  

Import/Export Clerks perform tasks that involve finding information at Complexity Levels 1 and 2. 
 
Import/Export Clerks:  
 

 Refer to weight sheets that provide the packaging or packaged weights of products to be shipped. (1) 

 Use the Internet in conjunction with software provided by transportation carriers (e.g. rail, sea, 
ground) to monitor and track the progress of a shipment. (1) 
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 Seek information required to complete forms by consulting client files, talking with the client, 
contacting a government department, speaking with their customs broker or speaking with in-house 
sources like a veterinarian or inspector. Similarly, these sources might also be used when dealing 
with a new situation or shipping to a new country. (2) 

 Refer to border services agency websites for various countries to identify exporting requirements or 
gather information about controlled or banned substances or food additives. (2) 

 Refer to association websites, such as Export Development Canada, to source resources and tools 
related to importing and exporting. (2) 

7. Working with Others 
The Working with Others Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Import/Export Clerks work with others at Complexity Level 2.  

 
Description: 
Import/Export Clerks generally work independently, but they are never isolated from other people. They 
are constantly talking to carriers, customs brokers, customs officials, co-workers, suppliers and 
customers on the phone or face-to-face. As a result, they require good customer relation skills to move 
their products efficiently. Internally, they collaborate with personnel from warehousing, procurement, 
sales and finance to complete their work. They must co-ordinate their activities with purchasing and 
sales, with engineering or maintenance (if they need products or machine parts or if they will be 
carrying out a shutdown), with carriers and shippers, with production, with their brokers and 
warehouses and with other office staff. Much of their time is spent responding to inquiries from various 
stakeholders involved in the movement of the product.  
 
Participation in Supervisory or Leadership Activities 
 
Import/Export Clerks may:  
 

 Participate in formal discussions about work processes or product improvement. 

 Have opportunities to make suggestions on improving work processes. 

 Monitor the work performance of others. 

 Orient new employees. 

 Select contractors and suppliers. 

8. Digital Technology  
The Digital Technology Rating Scale ranges from Level 1 (least complex) to Level 5 (most complex). The 
Digital Technology tasks of Import/Export Clerks are at Complexity Levels 1 to 3. 

 
Import/Export Clerks:  
 

 Use word processing. For example, they use MS Word to prepare letters and documentation. (2) 
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 Use a database. For example, they may compile customer and supplier information (including key 
documentation such as Certificates of Origin, QA reports, etc.) in databases for reference. (2) 

 Use a spreadsheet. For example, they may us MS Excel to complete invoices, track shipping 
information and generate forms. (2) 

 Use communications software. For example, they write and receive e-mail messages from a variety 
of personnel ranging from suppliers to customs brokers throughout the shipping process. (1) 

 May use specialized software to track shipments. For example, they may use tracking software 
(proprietary to their carriers) that allows them to track their shipments and receive updates from 
carriers throughout the transport process. (2) 

9. Continuous Learning 
The Continuous Learning Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Import/Export Clerks perform Continuous Learning tasks at Level 2.  
 
Description: 
Import/Export Clerks must continually learn and adapt. For example, they receive training in the use of 
new software as it is added to the work environment. Many Clerks participate in seminars provided by 
their customs brokers on new regulations, update, and document requirements. They may also take 
training seminars offered by their employer on such topics as exports, business and customer service. In 
some cases, clerks are also required to take WHMIS and TDG training as well. They need to be constantly 
learning new procedures and policies on the job. For example, when new trade agreements come into 
effect, they must familiarize themselves with the document and be open to teaching from their brokers.  
 
How the Learning Occurs 

 
Learning may be acquired:  

 As part of regular work activity 
 From co-workers 
 Through training offered in the workplace 
 Through reading or other forms of self-study: 

- at work 
- on worker’s own time 
- using materials available through work  
- using materials obtained through a professional association or union. 

 Through off-site training:  
- during working or non-working hours at no cost to the worker 
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Other Information  
In addition to collecting information for this Essential Skills Profile, our interviews with job incumbents 
also asked about the following topics.  
 

I. Physical Aspects  

Import/Export Clerks sit at a desk when typing and keyboarding or stand at a counter to use other office 
equipment. It is estimated that around 60% of their time is spent in the sitting position. Clerks 
additionally walk around to speak with co-workers or to retrieve documents or files. They use upper 
limb coordination when keyboarding. Light to medium strength is used when handling boxes of files. 
Additionally, some clerks may handle or send product samples via courier.  
 
 

II. Attitudes 

Import/Export Clerks should have excellent interpersonal and communication skills and have good 
judgement - troubleshooting, prioritizing, motivating and mediating are significant components in the 
job. They need to be able to function in stressful and “chaotic” situations while maintaining their 
flexibility, patience, pleasantness, and above all, accuracy. Having a sense of humour and general 
“positive attitude” is necessary to deal with the stress and uncertainty of the job. Strong organizational 
skills are a must for the profession.  
 

III. Future Trends Affecting Essential Skills  

In general, Import/Export Clerks must handle more paperwork in the job and have an increasing need to 
back-up all documentation for records. Electronic record keeping and tracking is becoming more 
prevalent, heralding the need for enhanced digital technology skill and knowledge.  
 
The Canadian export market in general is driven by the competitive nature of the Canadian dollar. Any 
changes in the dollar's value may mean changes in export quantities and destinations which would in 
turn affect the duties and knowledge required of current Clerks. In addition, new trade agreements and 
partnerships between Canada and other countries will increase the need for them to learn about 
regulations, policies and procedures for importing from or exporting to new countries.  
 
Other changes are also likely. Businesses may grow in the export of products and some Clerks will 
become increasingly involved in importation. Some Clerks also perceive some duties currently handled 
by a customs broker will devolve back to them.  
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Tel: 613-237-7988 

Toll Free: 1-877-963-7472 

Other Essential Skills Profiles:  

Front Line Worker 

Import/Export Clerk 

Industrial Meat Cutter 

Production Lead Hand 

Material Handler 

Millwright 

Quality Control Manager 

Process Control & Machine Operator 

Food Science Technologist 

Production Supervisor 

Shipper/Receiver 

Sanitation 

HACCP 
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