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RECRUITMENT 

 

REFERENCE NUMBER: EXCOAD0418 

JOB TITLE: Export Control Administrator  

LOCATION:  Denham, Middlesex 

 

Martin-Baker is the world's leading manufacturer of ejection seats and related equipment. 

It is the only company that can offer a fully integrated escape system that satisfies the very latest in pilot 
operational capability and safety standards. Martin-Baker offers a complete 'end-to-end service’, from 
helping the customer to establish operational safety and escape requirements, including design, 
development and qualification, to on-going support throughout the entire service life of the aircraft. 

 
DEPARTMENT NAME:  Commercial  

JOB DESCRIPTION  

A vacancy has arisen for an Export Controls Administrator working in the Commercial department at the 
Denham site. Working within the Commercial function, the Export Control Administrator will review 
customer Undertakings and assist with advising on Export Licence usage for the business functions within 
the organisation. Processing customer Undertakings and Export Licences within SAP.  Generate monthly 
SAP reports. Process miscellaneous exports on SAP including liaison with the business functions to obtain 
all appropriate information. Assisting with SPIRE Export Licencing applications. Prepare annual licence 
usage report for the ECJU. Updating the Denied Parties System and periodically running test scripts.  
Assisting the Export Control Contracts Manager at internal and external audits. Working within a small 
team reporting to the Export Control Contracts Manager. 
 
KEY ACCOUNTABILITIES 
 

- Administer UK Export licensing and compliance, covering hardware, software and technology 
including classification, use of Open Licences, applications and use of Individual Licences. 

- Assist in administering compliance by the business with issued US Export (ITAR and EAR) licences 
for tangible and intangible items including defence services 

- Maintain records of licencing requirements/restrictions for portfolio of export controlled 
programmes and products. 

- Maintain internal compliance database and UK BIS SPIRE account 
- Share best practices for effective and efficient trade control processes 
- Assist with coordinating participation and responses to any internal or external audit or 

assessment. 
- Assist the Export Control Contracts Manager in the coordination and provisioning of regular 

training for staff on UK, EU and US export controls. 
- Assist the Export Control Contracts Manager in interfaces with UK BIS as and when required. 
- Engage with other internal business functions to enhance integration of trade control processes 

and compliance infrastructure: 
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EDUCATION & QUALIFICATIONS 
 

- A level qualified or equivalent  
 

PERSON SPECIFICATION 
 

- Must have good appreciation of engineering science. 
- Should have a good understanding of modern manufacturing methods, ideally with fabrics and 

textiles. 
- Must work well within a multi-disciplined team practicing concurrent engineering. 
- Must be physically fit.            

 
KNOWLEDGE & EXPERIENCE 
 
The ideal candidate will have experience in the following disciplines: 

- Experience in the application of current UK Export Trade and Export Control Regulations. 
- Knowledge of US Export Laws and Regulations (ITAR and EAR) would be beneficial 
- Note that training will be given on both UK and US export regulations 
- Experience of DIT SPIRE Export Licence System, including licence applications, data analysis and 

reporting Assist in making export jurisdiction assessments for services, software, technology and 
products 

- Experience of effective working across business functions including Engineering, Security, Business 
Development, Contracts and Supply Chain 

- Ability to work with minimal supervision in cross-department 
- Assist in providing explanation of export requirements to all levels of the organisation in a 

meaningful way 
- Assist in integrating regulatory requirements into business processes 
- Strong numeracy, administrative and organisational skills with accuracy and attention to detail 
- Excellent oral and written communication 
- Prioritise workload 
- Learn and develop SAP awareness skills 
- SAP processing of Undertakings and licences along with Monthly reporting 
- Proactive team member with good interpersonal and collaboration skills 
- Flexible approach and willingness to challenge, learn and improve 
- Initiative, tenacity and logical methods in problem solving and process development 
- Ability to formulate and drive recommendations in a rapidly evolving environment 
- IT literacy especially Microsoft Office suite applications and experience of working with SAP/ERP 

systems would be beneficial 
- Ability to work under pressure and extra hours to meet deadlines 
- Content to work in Defence & Security sectors 
- Able to understand and conform to Ethical policies, Standards of Business Conduct and Quality 

Management policies and procedures 
 

For all successful candidates, Martin-Baker will undertake background security checks. As part of 
this, we will need to confirm your identity, employment history and address history to cover the 
past five years as well as your nationality, immigration status and criminal record. For positions that 
require Security Clearance, the successful candidate must hold or be willing to obtain security 
clearance up to the relevant level for the role.  
 
 

 

TO APPLY: recruitment@martin-baker.co.uk   Quoting the REFERENCE NUMBER ABOVE and Salary 
Expectations 
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