Department:  Administration 

Corporate Compliance Officer 


JOB POSTING
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CORPORATE COMPLIANCE OFFICER
Reports To:     Chief Executive Officer & Board of Directors
Department:    Administration
FLSA Status:   Non-Exempt
Location:
 Albany, New York
Hours:
 Part-Time; Monday – Friday up to maximum 15 hours/week
Date:

 November 6, 2019
Summary  

The Corporate Compliance Officer oversees Northeast Career Planning’s Compliance program as a member of the NCP management team.  The Compliance Officer reviews and evaluates compliance issues and concerns that arise within the organization.  
Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Develops, initiates, maintains and revises policies and procedures for the general operation of the Compliance program and its related activities to prevent illegal unethical or improper conduct.                             

· Manages day-to-day operation of the Compliance program, including Chairing and reporting to the Compliance Committee and the Board of Directors regarding progress of compliance efforts.

· Chairs and oversees NCP’s Incident Review Committee.  Coordinates the resolution of all incidents to assure the compliance with laws and regulations.  Maintains the necessary documentation to report to external agencies.

· Oversees Agency Quality Assurance audits and makes recommendations to the QA team and their review process.  

· Works collaboratively with Human Resources to maintain an effective compliance education program supporting the goals and objectives of NCP to create a culture of a compliance.  An effective compliance orientation program is maintained for new employees.  

· Collaborates with other departments to direct compliance issues through appropriate channels for investigation and resolution.  Consults with counsel as needed to resolve legal compliance issues.

· Maintains a working knowledge of relevant issues and laws through training programs, QA Coalition, OMIG, OMH, OASAS, ACESS-VR and OPWDD funding source collaboration.

· Responds to alleged violation of rules, regulations, policies, procedures and the Code of Conduct by evaluating or recommending the initiation of investigative procedures.

Develops and oversees a system for uniform handling of such violations.


· Provides an independent review and evaluation to ensure that compliance issues and concerns that arise within the organization are being appropriately evaluated, investigated and resolved.

· Identifies potential areas of compliance vulnerability and risk, develops and implements corrective action plans for resolution of problematic issues.
· Provides reports on a regular basis, and special reports as directed or requested, to keep the Board of Directors and senior management informed of the operation and progress of compliance efforts.

· Ensures proper reporting of violations or potential violations to duly authorized enforcement agencies as appropriate or required.

· Manage the Compliance Hotline.

· Institutes and maintains an effective compliance communication program.

· Monitors the performance of the Compliance program and related activities on a continuing basis, taking appropriate steps to improve effectiveness.  Develops an Annual Compliance Plan.

· Performs duties assigned by the CEO that fall within the scope of this position.

· Performs other duties as assigned.
Education and Experience:
· Bachelor’s Degree in related field required.  Master’s Degree is preferred.  Minimum of five years of experience working in a social-services sector with an increasing level of responsibility is required.  Prior experience in Quality Assurance or Compliance in another in the compliance department of an organization in another industry. 

· Prior experience as a Corporate Compliance officer or increasing responsibility in a Quality Assurance capacity is strongly preferred.  Prior experience working with or supporting people with barriers to employment strongly preferred.  

· Must be able to pass the Justice Center background check.

Mobility:  Valid NYS Driver’s License is required and reliable transportation is required.
Skill and Knowledge Requirements:

· Ability to attend meetings both on and off-site 

· Effective organizational and time management skills 

· Knowledge of barriers to employment faced by individuals with disabilities 

· Ability to use various computer software such as Microsoft Office Products
Physical Requirements:

In a 7 or 8 hour workday, an employee always talks/hears/sees; some sitting with occasional walking and standing, and some stooping, kneeling, crouching or lifting.  Near Vision, the ability to see details at close range (within a few feet of the observer).

Essential Skills: 

Oral Comprehension, Written Expressions, Near Vision, Oral Expression, Written Comprehension, Speech Clarity, Speech Recognition, Mathematical Reasoning, Problem Sensitivity (the ability to tell when something is wrong or is likely wrong and recognizing there is a problem)

Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  

Language Skills: Must have excellent verbal and written communication skills.  Must have good command of the English language, both oral and written. Ability to read, analyze, and interpret general educational information, professional journals, technical procedures, or governmental regulations.  Ability to complete timely progress reports, business correspondence or other documents. The ability to effectively present information and respond to questions from groups of managers, clients, customers, supervisors and the general public is very important.

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.
We encourage all qualified applicants to apply. 
Northeast Career Planning does not base employment decisions on an individual’s race, color, sex/gender, genetic predisposition, sexual orientation/preference, religion, age, national origin, disability, military or veteran status or any other characteristic protected by federal, state or local law. In addition, Northeast Career Planning may make reasonable accommodations to enable applicants to participate in the hiring process and employees to perform the essential functions of their job. Please advise us if you need assistance with the application and/or interview processes.
Please Respond By:
November 13, 2019
How to apply: Please send cover letter, resume and salary requirements to Human Resources.
E-mail:
HR@northeastcareer.org



Fax:
(518) 444 – 5279





Mail:
Northeast Career Planning 

Attn: Human Resources Department

339 Broadway 

Menands, New York 12204

Post Date:  11/06/2019
Approved by:  Human Resources


