POSITION DESCRIPTION

TITLE:  Senior Manager

DEPARTMENT:  Corporate Compliance 

REPORTING TO:  Senior Director

RESPONSIBILITIES:
· Access and develop company policies, procedures and protocols relating to compliance matters

· Organize and manage various compliance projects

· Develop company’s compliance infrastructure

· Direct administration of Code of Business Conduct certification

· Direct investigations of allegations of violations of the Code of Business Conduct

· Coordinate and manage activities relating to the Corporate Compliance Committee

· Benchmark and monitor compliance matters

· Advise business partners on compliance matters

· Respond to requests for information 

· Develop, implement and oversee internal education programs on compliance matters

· Develop partnerships with Finance, HR and other departments

· Manage relationships and outreach with business partners

· Direct outside legal counsel and other external advisors

MIMIMUM QUALIFICATIONS:
1) Skills and abilities:

· Excellent verbal and written communications skills, including confident presentation skills
· Ability to develop strong internal and external relationships and interact effectively with executive leadership and all levels of staff
· Ability to manage cross functional project teams
· Excellent organizational skills
2) Education level:

· BA or BS University degree required

· Juris Doctor preferred

3) Experience

· Experience with corporate regulatory, compliance and ethics matters strongly preferred
4) Travel

· Ability and willingness to travel domestically and internationally as required by business needs
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