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	POSITION DESCRIPTION 
COMPLIANCE SPECIALIST




	Reports to:  Chief Executive Officer

Relationships:  
The Compliance Specialist will work closely with the Operational Risk & Training Manager and the Compliance Team.  

Direct Reports: None initially (potential of dotted lines for the Compliance team) 


	Job Purpose



Lead and maintain Oxford’s core compliance program, including the policy framework, regulatory obligations, monitoring activities, and issue management. This role ensures the business operates with integrity, meets all legal and regulatory requirements, and upholds high standards of customer fairness—while supporting safe and sustainable growth.

	Key Responsibilities 



Program Ownership & Regulatory Oversight
Maintain and update Company Policy and compliance frameworks. 
Manage regulatory oversight and horizon scanning (including but limited Oxford’s requirements under the CCCFA and Responsible Lending Code). 
Lead AML/CFT compliance (risk assessment, program documents, CDD/EDD standards, reporting, assurance).
Manage Privacy breach response and Advertising sign-off controls to meet legal and brand requirements.
Quality Assurance & Monitoring
Coordinate internal & external audits (including: lending, credit, loan closing, suitability calls); track findings to closure and feed insights to hind-sighting.
Build compliance monitoring plans; execute control tests; produce dashboards and assurance reports to the CEO and SLT.
Maintain registers (issues, breaches, complaints, advertising approvals, audit actions) with clear evidence trails.
Training & LMS (core compliance)
Own LMS – External compliance modules and the core-compliance portion of LMS – Internal; coordinate where general training sits under Operational Risk & Training.
Provide regulatory subject-matter input to training design; co-own compliance control testing that validates training effectiveness.
Stakeholder Engagement
Liaise with regulators, IFSO, dealers / brokers on audits and assurance requests when required; coordinate responses and data provision.

	Success Measures


On-time policy updates; audit/assurance results with minimal repeat findings.
Complaint resolution timeliness and quality; sustained reduction in root-cause themes.
Completion of core compliance LMS modules and effectiveness metrics (assessment scores, reduced breaches).

	Qualifications, Skills & Experience


5+ years in financial services compliance/assurance roles.
Deep knowledge of AML/CFT, CCCFA, Privacy Act 2020, FTA, Responsible Lending Code, and CoFI; experience responding to partner audits and IFSO matters.
Strong technical writing, monitoring/testing, and stakeholder management skills.

	Competencies


Regulatory acumen and independence
Analytical rigor and clear communication
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