








2013.101
JOB DESCRIPTION

Position:
Compliance Officer






Department: 
Coeur d’Alene Tribal Gaming


 

Salary Range: 
DOE



Summary of Duties and Responsibilities The Compliance Officer is Supervised by the Director of the Coeur d’Alene Tribal Gaming Board. The Compliance Officer is responsible for oversight of all gaming activity in accordance with applicable State, Federal and Tribal regulations, and the protection of Tribal Assets. 
1. Physically observe all Tribal approved gaming operations, to verify that they are in compliance with appropriate gaming regulations.

2. Follow up on reported violations of policies, regulations and controls.

3. Investigate and write reports on actual or suspected criminal activity by patrons, employees and gaming vendors.

4. Administrative maintenance of files, equipment and databases as required.

5. Must be able to learn and/or become familiar with all internal controls, policies and procedures, Federal and Tribal Gaming Regulations and compact requirements (with regards to each Tribal approved gaming operation).

6. Must be able to assist with the training of Gaming Board personnel.

7. Assist Gaming Board as needed in follow up on corrective action investigations.

8. Exercises judgment in investigations, evaluating and resolving customer disputes related to gaming.

9. Responsible for maintaining and upkeep of State, Federal and Tribal regulations for the Gaming Board.  

10. Shall be responsible for licensing (Vendor License) management contractors, manufactures and suppliers of gaming devices, suppliers of gaming services and all of their principals.  

11. Evaluate licensee and applicant correspondence and drafts responses as necessary.  

12. Perform other duties as assigned by the Director of Gaming.

Personal Characteristics 
1. Ability to conduct investigations.

2. Ability to preserve the confidentiality of all information and material either generated or obtained while conducting inspections, investigations and background data on vendors and/or employee’s. 

3. Ability to review numerical data and to recognize errors resulting from incorrect application of basic math skills.

4. Demonstrated to be a team player.

5. Ability to develop and maintain working relationships with law enforcement agencies.

6. Ability to develop and maintain working relationships with Coeur d’Alene Casino/Resort Hotel employee(s)

7. Ability to learn, understand and apply the regulations set forth in the Minimum Internal Control Standards.

8. Maintain positive peer relationships and provide assistance in a friendly, helpful manner to all applicants, visitors and staff.

9. Ability to work under pressure and meet deadlines.

10. Must have the ability to meet with general public both in the office setting and utilizing telecommunications equipment.

11. Demonstrate cultural sensitivity.
Qualifications
1. Must have a high school diploma or equivalent, College education preferable (or equivalent combination of education & experience).  
2. Qualify to obtain and maintain a Class “A” Gaming License and pass pre-employment drug screen.  
3. Ability to understand, comply with and work within the departmental chain-of-command.  
4. Excellent communications skills and the ability to produce concise, grammatically correct reports.  
5. Through knowledge of casino games.  
6. The ability to take direction, follow instructions and operate independently. 
7. Must have strong work attendance record.  
8. Knowledge of Windows, various PC-based software programs and standard office equipment.  
9. Ability to work within the highest ethical standards as a professional representing the Coeur d’Alene Tribal Gaming Board.
An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal Application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature





Date
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