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	Job Title:
	Compliance & Ethics Program Analyst
	Job Code:
	

	Job Family:
	
	Revision Date:
	March 22, 2017




	JOB SUMMARY



Champion the SPX Corporation Code of Business Conduct, build awareness of how compliance and ethics relate to daily responsibilities, and work across all levels of the organization and businesses to foster a culture of compliance.  Under the supervision of the Assistant General Counsel, Compliance, the person in this role manages the company’s Compliance & Ethics Program (CEP), and related software/systems.

The ability to interact daily with company Legal Counsel, HR Managers, Business Professionals, Internal Audit, and other cross-functional teams is essential.  Serve as an open door resource in support of the CEP, to promote compliance, ethics, integrity, and high standards of business conduct, and address compliance risks.

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]PRINCIPLE DUTIES AND RESPONSIBILITIES



· Manage the company’s Compliance & Ethics Program (CEP).
· Assist in the development/continuous improvement of the CEP.
· Risk assess, benchmark, research, audit, and monitor.
· Draft, implement, and maintain corporate compliance policies.
· Work cross-functionally to plan and implement the rollout of compliance and ethics programs.
· Support business implementation of programs in response to corporate compliance policies, regulatory requirements, and inquires/investigations.
· Develop training on internal legal compliance policies and external regulatory rules – train employees and train-the-trainer(s).
· Manage the company’s online legal compliance training (familiarity with LRN Catalyst platform is a plus)
· Audit and test (support Internal Audit) business compliance processes, including due diligence screening, FCPA, etc.
· Manage the company’s confidential compliance concern reporting system (familiarity with EthicsPoint™ platform by Navex Global is a plus).
· Monitor and investigate internal compliance issues and external inquiries/investigations.
· Perform compliance due diligence for corporate acquisitions.
· Administer the company’s Records Retention Program:
· Monitor current records retention program,
· Assist Record Retention Managers at various locations, and
· Support the auditing of compliance at various locations - with a focus on electronic records.
· Maintain legal compliance-related websites, portals, and quickplaces.
· Administer the Legal e-billing and matter management system (familiarity with Serengeti Tracker required)
· Other duties as directed or modified.
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	KNOWLEDGE, SKILLS & ABILITIES



· Proven ability to operate to company’s high standards of confidentiality, ethics, and integrity.
· Ability to establish and maintain effective working relationships within a distributed team environment.
· Excellent written and verbal communication and interpersonal skills.
· Excellent analytical skills, including the ability to compile, review, and determine logical conclusions or recommendations based on data and information which is varied in content and format.
· Must show initiative and be willing to take ownership of projects.
· Ability to manage and address multiple demands.
· A sense of urgency, drive, and energy.
· Work well in a demanding and fast-paced environment with the ability to deliver on time.
· Flexibility and adaptability to operate in changing environments.
· Ability to lead and influence cross-functional teams in the delivery of work efforts and projects.
· Ability to work independently to achieve objectives.
· Ability and inclination to learn new software programs and quickly.
· Competence with Microsoft Office Suite required.
· Knowledge of SharePoint and/or Access Databases preferred.
· Knowledge of software platforms including, LRN Catalyst, EthicsPoint™, and Serengeti Tracker preferred.
· Knowledge of Import/Export applications including, ACE (and predecessor ACH and AES) and Kewill is a plus.

	
EDUCATION AND EXPERIENCE



Required Education / Experience

· Bachelor’s Degree with experience in communication and/or training related fields, or equivilant compliance and ethics program related work experience.
· Minimum 3 years’ experience.
· Experience working with legal/compliance application software.
· Experience working in a large, multi-regional, corporate Legal environment.

Preferred Additional Education / Experience

· Leading Professional in Ethics and Compliance (LPEC), from Ethics and Compliance Certification Institute; Certified Compliance and Ethics Professional (CCEP), from Compliance Certification Board; or similar recognized compliance and ethics professional certification.
· Project management experience.
· Experience working across a multi-industrial platform of businesses.

	
CONTEXT



	SPX Location
	
	SPX Responsibilities
	

	Segment:
	Corporate
	Reports To:
	Assistant General Counsel

	BU/Division:
	N/A
	Number of Staff:
	None

	Department:
	Legal
	Pay Grade:
	

	Country:
	United States of America
	FLSA Status:
	

	Location:
	Charlotte, NC
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