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COMPLIANCE OFFICER 
 
 
DEFINITION 
 
Under direction, coordinates and facilitates continuous improvement of clinical, service 
quality and risk management program compliance, utilization management, and HIPAA 
by providing executive leadership to promote awareness and understanding of positive 
ethical and moral principles; ensures that the programs meet all applicable local, state 
and federal regulatory standards and laws; acts as the Compliance Officer for assigned 
area; engages and proactively supports all levels of leadership and staff throughout the 
Amador County Department of Behavioral Health or Public Health and performs related 
duties as required. 
 
 
REPORTS TO 

 
Director of Behavioral Health or Director of Public Health. 
   
 
CLASSIFICATIONS SUPERVISED 
 
This classification may exercise direct supervision over program technical and clerical 
staff. 
 
 
EXAMPLES OF DUTIES 
The following are the duties performed by employees in this classification. However, 
employees may perform other related duties at an equivalent level. Each individual in the 
classification does not necessarily perform all the duties listed. 
 

• Develops, implements, and maintains the County’s regulatory compliance 
activities, which may include specific program areas such as HIPAA. 

• Coordinates and facilitates continuous quality improvement of clinical, service 
quality, services delivery, beneficiary satisfaction, continuity and coordinate of 
care, access to services, and performance. This may include:  beneficiary surveys, 
chart reviews, coordination of care, access issues, other as needed. 

• Investigates and follows-up on compliance and program integrity compliance 
issues. 
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• Assures that policies are accurate, current and in compliance with local, state and 
federal regulations; reviews and updates policies as laws and standard practices 
change and guidance if provided by the Department of Health Care Services. 

• Interprets and disseminates information on regulatory matters including DHCS 
information notices. 

• Assists departments in ensuring billing and quality management staff have 
accurate and complete information regarding which behavioral health or public 
health services can be claimed for reimbursement and/or grant work plan activities, 
and that such information is maintained and distributed appropriately. 

• Oversees Quality Improvement activities to include Performance Improvement 
Projects (PIP), contractual requirements, and corrective action plans. 

• Collaborates with department and agency management and supervisors on 
matters of compliance deemed potentially illegal, unethical or otherwise improper 
for review; investigates and makes appropriate recommendations. 

• Ensures that matters requiring external reporting or disclosure, such as regulatory 
enforcement, are reported within requirements. 

• Designs, implements and maintains systems that assure quality and integrity. 
• Optimizes risk management processes and procedures to ensure effective 

compliance with all applicable local, state, and federal regulations. 
• Serves as a team facilitator to quality and compliance teams. 
• Represents the County at meetings, before boards, commissions and committees. 
• Identifies agency education needs related to risk prevention, legal issues and 

compliance as well as HIPAA or other related area compliance; delivers or 
coordinates education sessions; assists staff with training and guidance to meet 
compliance and integrity objectives.  

• May assist in the coordination of activities with other governmental units pertaining 
to compliance areas. 

• Reviews the work of staff, prepares and submits federal, state, county and 
departmental/county mandated financial, operational and statistical reports. 

• Performs related work as required, which may include but is not limited to 
preparing correspondence and reports, copying and filing documents, answering 
telephone, ordering supplies and materials, entering computer data, maintaining 
logs and lists, sending and receiving faxes, processing mail, etc.   

 
 
ESSENTIAL QUALIFICATIONS 
   
Knowledge of:  
 

• Operations and activities of assigned department as they relate to compliance 
requirements. 

• Principles and practices of Quality Improvement, risk assessment in compliance 
areas, and employee supervision; including work planning assignment review and 
evaluation, discipline, and the training of staff in work procedures.  

• Disclosure and reporting requirements in compliance areas. 



 

  
COMPLIANCE OFFICER 4-2023 PAGE 3 OF 4 

 

• Methods and techniques of investigating and resolving compliance issues. 
• Modern office practices, methods and procedures, including computers and 

assigned software. 
• Maintenance of filing and information retrieval systems. 
• Applicable Federal, State and local laws, codes and ordinances relevant to the 

area of responsibility, including privacy, fraud, waste, and abuse. 
• Practices and techniques of needs assessment, evaluation, and report 

preparation. 
 

Ability to:  
 

• Direct programs that ensure compliance with mandated requirements. 
• Select and supervise staff, evaluate performance and effectiveness and 

provide for staff training and professional development. 
• Conduct investigations, gather information, and draw appropriate conclusions. 
• Assist with interpreting, explaining and applying a variety of Federal, State and 

County policies, rules, procedures and regulations. 
• Exercise sound independent judgement to make decisions within policy 

guidelines, including during crisis situations. 
• Prepare clear, concise, and accurate records and reports. 
• Work with a computer and specialized software. 
• Effectively represent the department in answering questions, responding to 

inquiries, providing assistance and dealing with concerns from the public and staff. 
• Communicate effectively both orally and in writing. 
• Understand and carry out oral and written directions. 
• Establish, maintain and foster positive and effective working relationships with 

those contacted in the course of work. 
 
 
TYPICAL PHYSICAL REQUIREMENTS 
 
Ability to sit for extended periods; frequently stand and walk; normal manual dexterity and 
eye-hand coordination; corrected hearing and vision to normal range; verbal 
communication; use of office equipment including computers, telephones, calculators, 
copiers, and fax machine. 
 
 
TYPICAL WORKING CONDITIONS 
 
Work is usually performed in an office environment or community based settings, hospital, 
or jail. Employees may interact with members of the public or with staff under emotionally 
stressful conditions while interpreting and enforcing departmental policies and 
procedures. Work during non-routine hours, including evenings, holidays, and weekends. 
Work outside in all types of climatic conditions including inclement, very hot or very cold 
weather. Employees may work outdoors and are occasionally exposed to loud noise 
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levels. Telephone contact with facilities, first responders, law enforcement, and other 
county personnel. 
 
 
TRAINING AND EXPERIENCE  
Any combination of training which would likely provide the required knowledge and 
experience is qualifying. A typical way to obtain the required knowledge and abilities 
would be: 
 
Education  
 
Equivalent to Bachelor’s degree from an accredited college or university with major 
coursework in health administration, business/public administration, or a closely related 
field. 
 
Experience  
 
Four (4) years of experience in the Healthcare field performing Quality Assurance or 
Utilization Review support staff or clinical duties. 
 
Three (3) or more years of work in fiscal/clerical programs working with Medi-Cal 
oversight, Quality Assurance, HIPAA requirements and/or Utilization Management 
preferred. 
   
 
Note: Additional professional experience performing program management 
recommendations regarding Quality Assurance or Utilization Review may substitute for 
up to two (2) years of the required education on a year-for-year basis. 
 
 
SPECIAL REQUIREMENTS  
 
Possession of an appropriate California Driver's License issued by the California 
Department of Motor Vehicles.  
. 
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