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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Compliance Supervisor
	Job Title:
	Compliance Supervisor
	FLSA Status:
	

	Department:
	Compliance
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

To supervise the daily compliance and licensing functions of employees to ensure compliance with all federal, state and laws and regulations. To ensure that written processes and procedures are in place that keep the firms operations in compliance with federal, state and laws and regulations. Oversee risk assessments and internal audits to ensure processes and procedures are being followed.
Essential Duties and Responsibilities
1. Oversees, develops and maintains the Company XYZ written compliance processes and procedures.

2. Oversees the compliance training for Company XYZ by preparing training manuals, developing and presenting training as necessary. 

3. Oversees external and internal audits and conducts external and internal audits as necessary.

4. Oversees the registration of each employee and non-registered filing.

5. Responds to regulatory inquiries/direct examinations; files necessary regulatory reports; and responds to review, research and resolve member concerns.

6. Reviews and approves all advertising and sales literature and file with appropriate regulatory body.

7. Provides due diligence and appropriate documentation on all Company XYZ products.

8. Monitors required continuing education programs.

9. Provides support, training and development to the auditors and licensing clerks.

10. Performs other duties as requested.
Knowledge and Skills

Bachelor’s degree. At least five years financial services compliance experience.
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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