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Our growing company is looking for a compliance division. Thank you in advance
for taking a look at the list of responsibilities and qualifications. We look forward

to reviewing your resume.

Responsibilities for compliance division

e Under minimal supervision, the incumbent will perform administrative duties
including, but not limited to, maintenance of complex and changeable
calendars for multiple team members, manage all aspects associated with
scheduling and planning meetings, travel arrangements, scheduling and
initiation of LiveMeeting and set up of team meetings

e This person will be responsible for managing highly confidential matters with
discretion and judgment, manage expense reports for team members, greet
visitors, provide immediate assistance to team as needed, schedule
international and domestic travel, and distribute mail

e Other office management tasks may include building and revising
presentation materials, executing communications to third party
organizations, and managing and disseminating information across
department

e This person will take the lead in departmental administrative process such as
office supplies, catering, provide on-site coordination during meetings (in
person, video conference, and teleconference) as needed, track key action
items

e This person will also assist in coordinating global meetings as requested

e The successful candidate must be able to exercise sound judgment and
discretion and have the flexibility to respond to shifting priorities

e Assist in developing business process documentation for any ongoing reviews
for ad-hoc financial crimes compliance related projects, issues, or requests

e Based on the London trading floor, will work as part of the European



e Interface with Japanese regulatory authorities regarding regulatory
inspections, questions on regulations, lobbying for regulatory change

e Advising Investment Banking business on firm policies and procedures and
applicable securities laws and FINRA regulations

Qualifications for compliance division

e The candidate must have a strong interest to pursue a career in the regional
control on compliance

e Controls/Surveillance

e Testing/Monitoring

e Proactive, inquisitive and responsive

e Ensuring compliance by MOD's Australian staff with internal and external
policies

e Monitoring and surveillance activities and assisting Internal Audit with MOD-
related audits



