
The University of Texas at El Paso

Job Overview 

Job Title FLSA Status 

Job Code Creation Date 

Department Revision Date 

Position Details 

Purpose 

Duties and 
Responsibilities 



Duties and 
Responsibilities 

Continued 



Note:  The primary accountabilities above are intended to describe the general content of and requirements of this position and 
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities 
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the 
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215, 
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the 
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the 
performance of essential duties and responsibilities of the position. 

Physical 
Demands 

. 

Work 
Environment

Qualifications 

Minimum 
Education 
Required 

Minimum 
Experience 
Required 

Preferred 
Education 
Required 

Preferred 
Experience 
Required 

Core Competencies  

Quality of Work 

Knowledge 
Responsiveness 

Accountability 
Customer Services 

Accuracy 
Commitment 

Productivity 

Analytical Thinking 
Prioritization 

Problem Solving 
Completion of Job Assignments 

Works Independently  
Initiative/Proactive

Reliability 

Adaptability 
Trustworthiness 
Dependability 

Supportive 
Integrity 

Attendance

Teamwork 

Collaboration 
Interpersonal Skills 

Networking 
Communication 

Contribution

Position Specific Competencies 
1 4 
2 5 
3 6 

Equal Opportunity/Affirmative Action Statement 

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the 
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender 

identity in employment or the provision of services. 



Additional 
Information 


	Job Title: Compliance Assistant 
	FLSA Status: Exempt
	Job Code: 19025
	Creation Date: December 13, 2010 
	Department: Institutional Compliance
	Revision Date: August 12, 2018
	Purpose: Under the limited supervision, this position provides personal clerical and administrative services and assistance, of moderate complexity, requiring the use of judgment and discretion on a periodic basis.  Keeps official records and executes administrative policies determined by or in conjunction with other officials.
	Duties and Responsibilities: Performs assignment and notification to new employees of training requirement.Assists in the development and maintenance of alternative training mechanisms.Maintains and updates reports from training database as needed and creates specialized reports as requested.Maintains departmental e-mail and responds and distributes accordingly.Assists in the revisions and updates of the university’s Standards of Conduct Guide.Maintains and updates departmental website.Coordinates and processes travel arrangements. Processes and maintains monthly vacation/sick leave documentation.  Ensures departmental Policies and Procedures Manual is updated and revised. Manages the reception area to insure effective telephone and mail communications both internally and externally to maintain professional image. Supervises and coordinates overall administrative activities for the department. Coordinates the purchase of office supplies and furniture, office equipment, etc. for the entire staff in accordance with university purchasing policies and budgetary restrictions. Participates as needed in special department projects.
	Duties and Responsibilities Continued: Greets visitors and other clients, determines their needs and directs them to the appropriate person or office. Maintains an environment that promotes efficiency within the department. Ensure files are up to date and clearly marked for easy access. Performs data entry and process documents within appropriate timeframe.Coordinates departmental correspondence to facilitate on-going communications and efficient departmental operations. Maintains records and organizes filing and archive systems to facilitate the expeditious retrieval of information so that Team Members may accomplish their responsibilities. Answers and refers telephone calls or other inquires to ensure accurate and timely communications are facilitated. Reconciles departmental accounts.Manages and maintains filing for the department including correspondence, reports and legal documentation. Collects, sorts and distributes the departmental mail.Uses initiative and judgment to handle various routine mattersMaintains a high degree of confidentiality on all sensitive information this position is privy to.Knowledge of all Microsoft Office software and able to learn and use institutional software systems.Complies with all State and University policies.Other duties may be assigned.Supervisory Responsibilities: No supervisory responsibilities.                            
	fill_13: 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 occasionally required to stand; walk; climb or balance; and stoop, kneel and crouch.  The employee is frequently required to sit; use hands to feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to lift and move up to 25 pounds.  Special vision requirements include close and color vision.
	Physical DemandsRow1: 
	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 ranges from moderate.
	Minimum Education Required: Associate's degree from two year college or technical school within area of assigned     responsibility.
	Minimum Experience Required: Five years related experience to the statement of duties and responsibilities; or equivalent combination of education and experience.
	Preferred Education Required: 
	Preferred Experience Required: 
	1: 
	4: 
	2: 
	5: 
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	Additional Information: 


