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Job Title:  ANALYST 1-COMPLIANCE   

    

SUMMARY 

Analyzes the organization’s regulatory programs and activities, ensuring compliance with 

federal, state and international laws, industry codes and company policies. 

 

ESSENTIAL FUNCTIONS 
 Performs activities related to obtaining government approval for items that are 

covered by government regulations. 

 Participates in related government interaction and compliance activities within the 

organization and at contract facilities. 

 Reviews proposed activities by regulatory agencies to determine potential impact on 

the organization and advises management on such issues. 

 Researches, analyzes and interprets regulations to provide recommendations for 

business initiatives. 

 Coordinates and participates with management in the resolution of non-compliance 

situations. 

 Creates and distributes standard reports. 

 Prepares reports to management, defining problem, evaluation, and possible solution. 

 Maintains appropriate files, records and documentation. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations.  If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

 This job description reflects management's assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
N/A 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill, and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate. 

 Bachelor's degree plus 1 year experience in regulations compliance or within quality 

control, government administration, marketing, alcohol beverage sales, winemaking 

or legal support with responsibilities that included compliance functions; or 5 years of 

experience in regulations compliance, or within quality control, government 

administration, marketing, alcohol beverage sales, winemaking or legal support with 
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responsibilities that included compliance functions reflecting increasing levels of 

responsibility.  

 Skilled in the use of MS Word and MS Excel at a basic level. 

 Experience in document research and review, and/or document filing with local 

authorities. 

 

PREFERRED QUALIFICATIONS 
 Bachelor’s degree in legal studies, business administration, political science, 

winemaking, economics or marketing plus 3 years of experience in regulations 

compliance or within quality control, government administration, marketing, alcohol 

beverage sales, winemaking or legal support with responsibilities that included 

compliance functions reflecting increasing levels of responsibility. 

 Experience with reading, analyzing and interpreting general business periodicals, 

professional journals, technical procedures or governmental regulations.  Experience 

with writing reports, business correspondence and procedure manuals.  Experience 

with effectively presenting information and responding to questions from groups of 

managers, clients, customers and the general public. 

 Experience with online research websites, such as Lexis-Nexis or CCH. 

 ISO experience. 

 Experience solving practical problems and dealing with a variety of concrete 

variables in situations where only limited standardization exists. 

 Experience interpreting a variety of instructions furnished in written, oral, diagram or 

schedule form.   

 Experience with applying established procedures to situations that are non-routine in 

nature requiring some evaluation, originality or ingenuity. 

 Experience with working on multiple projects at one time and organizing them 

appropriately.  

 Knowledge of and experience with applying the fundamental concepts, practices and 

procedures of this particular field of specialization. 
 

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 regularly required to use 

hands to finger, handle or feel and talk or hear.  The employee frequently is required 

to reach with hands and arms.  The employee is occasionally required to stand, walk, 

sit, climb or balance and stoop, kneel, crouch or crawl.   

 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

 While performing the duties of this job, the employee is occasionally exposed to wet 

or humid conditions; moving mechanical parts, high, precarious places and outside 

weather conditions.  The noise level in the work environment is usually moderate. 

 
 

 


