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Job Title: COMPLIANCE ASSISTANT 2    

     

SUMMARY  
Under limited supervision ensures that the winery operates in accordance with federal 

and state regulations, industry codes and company policies.  Responsible for the creation 

of reports for the Alcohol and Tobacco Tax and Trade Bureau (TTB) as well as other 

government agencies validating accuracy and compliance.  Performs other administrative 

functions as required.   
 

ESSENTIAL FUNCTIONS 
 Completes government regulatory reports and notifies appropriate agencies of any 

reporting changes.  

 Reviews company generated materials to ensure compliance with relevant regulations 

and company guidelines. 

 Respond to customer requests for approval on a frequent basis. 

 Support Compliance Analysts.  

 Creates and distributes standard reports. 

 Coordinate and participate with Management in the resolution of non-compliant 

situations. 

 Preforms activities related to obtaining government approvals. 

 Organizes and maintains department filing systems, files correspondence and other 

records as needed. 

 Creates and maintains a filing system database index for department. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory consideration. 

 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 plus 3 years of 

government compliance or regulatory clerk experience; or Associates Degree in 

Business Administration, Finance/Accounting, Liberal Arts, Math or Science plus 1 

year of government compliance or regulatory clerk experience; or Bachelor’s degree.  

 Skilled in the use of MS Word, MS Outlook, MS Excel at a basic level. 
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 Skilled in reading, comprehending, interpreting and executing simple instructions, 

short correspondence and memos. 

 Skilled in writing simple correspondence. 

 Skilled in adding, subtracting, multiplying and dividing using whole numbers.   

 

PREFERRED QUALIFICATIONS 
 Strong verbal, organizational and interpersonal skills. 

 Experience working in a team-oriented atmosphere. 

 Knowledge of TTB and state excise taxes/compliance laws. 

 Skilled in the use of JD Edwards software application. 

 Type 40-60 wpm. 

 Self-starter.  

 Skilled in the use of SharePoint at a basic level. 

 Skilled in adding, subtracting, multiplying and dividing in all units of measure, using 

whole numbers, common fractions, and decimals.   

 Skilled in computing rate, ratio, and percent and to draw and interpret bar graphs. 

 Experience applying common sense understanding to carry out instructions furnished 

in written, oral, or diagram form.  

 Experience dealing with problems involving several concrete variables in 

standardized situations. 

 Courteous and effective communication skills. 

 Experience with multi-tasking. 

 Experience reading and interpreting documents such as regulations   and procedure 

manuals.   

 Experience writing routine reports and correspondence. 

 

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; use 

hands to finger, handle, or feel; talk or hear.  The employee is occasionally required to 

stand; walk; reach with hands and arms.  Specific vision requirements include close 

vision. 

 

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. 

 

The noise level in the work environment is usually moderate. 


