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Sarasota County

SARASOTA COUNTY GOVERNMENT
CLASSIFICATION

ETHICS AND COMPLIANCE OFFICER

CLASS CODE: 32439

EEO Code: 01

FLSA: Exempt

W/C Code: 8810

Pay Band: Professional/Technical, Tier III, 9935

MAJOR FUNCTION(S)

This is professional, technical and analytical work as the internal control point for ethics and improprieties,
allegations, complaints, and conflicts of interest providing leadership and advice on governance issues. This
position leads and manages the Ethics and Compliance program in sustaining a culture of ethical, statutory,
regulatory and policy compliance.

TYPES OF DUTIES

Develops, maintains, and revises policies and procedures for the general operation of the Ethics
and Compliance Program and its related activities to prevent illegal, unethical, or improper
conduct.

Collaborates with and directs compliance issues to appropriate departments for investigation and
resolution.

Consults with the Office of the County Attorney, Clerk of Circuit Court, Internal Audit Office of
the Inspector General, and Sheriff’s Office as needed to resolve complex legal compliance
issues.

Develops effective ethics and compliance training programs, including appropriate training for
new employees as well as ongoing training for employees and managers. Disseminates
information to, and educates, employees regarding a broad spectrum of compliance-related
issues.

Conducts administrative inquiries relating to ethics and compliance issues through referrals from
the Fraud Hotline, County Administrator request or other methods of notice.

Identifies potential areas of ethics or compliance risk within the organization; works with the
appropriate directors and managers to develop and implement corrective action.

Conducts random, unannounced inspections and reviews within the organization to ensure
compliance with policies and procedures; identifies and addresses potential compliance or ethical
issues and concerns. Provides training to staff regarding ethics and compliance policies and
procedures.

Serves as the County HIPAA Privacy Officer and ADA Compliance Officer and updates and
maintains the ADA & HIPAA Compliance program.

Provides reports and measurements on a regular basis or as directed to keep County
Administration and senior management informed of the operation and progress of compliance
efforts. Ensures proper reporting of violations or potential violations to duly authorized
enforcement agencies.

Manages proactive assessments of ethics awareness, risk prevention, detection, and mitigation
activities in area of responsibility; oversees financial, compliance, operational and performance
audits; reviews audit findings and ensures appropriate controls are established and implemented.
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JOB BASED COMPETENCIES

= Exercises Sound Independent Judgment = Establish and Maintain Relationships

= Effective Communication = Organize and Prioritize Workload

JOB BASED COMPETENCIES (Specific for position)
= Ability to communicate unit/project policies, procedures and systems.
= Ability to address policy, legal or regulatory issues.
= Ability to organize and present information.
Ability to address difficult situations and issues professional and tactfully.
Knowledge of research techniques and methods of data collection.
Ability to interpret and apply moderately complex principles, policies, and practices.
Ability to create and generate comprehensive reports.
= Knowledge of compliance regulations.
= Knowledge and understanding of ethics requirements, compliance and reporting responsibilities, and
related legal benchmarks from federal and state law.
= Knowledge of County, State and Federal regulations.
= Knowledge of public administration principles and practices.

MINIMUM QUALIFICATIONS

Bachelor’s degree from an accredited college or university in Public Administration, Business, Finance,
Planning or job-related field and 5 years of professional job-related experience. Master’s degree
preferred and can count for 1 year of experience OR 9 years professional job-related experience in
management of technical projects/programs and strategic planning may substitute for the required
education.

Note: Certified Compliance and Ethics Professional (CCEP) certification is preferred, but not required.
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