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Position Title: Specialist – Department of Professional and Ethical Practices


Department: Professional and Ethical Practices
Reports To: Director of Professionalism and Career Development


Status: Full-Time/Non-Exempt
Job location/Hours: Downers Grove  
Position Summary: 

This full-time position will work to create an additional resource for REALTOR® members to provide adherence to an administrative process responsible for enforcing the Code of Ethics.  It will use resources within Mainstreet as well as assist in maintaining the professional standards process.  The goals of this position are to ensure compliance, reduce risk for members by providing them with accurate information, and educate members and Committee members along with organizing and maintaining Professional Standards files for the protection of the process, the parties involved, and the association

Essential Job Functions and Requirements:

· Organizes and maintains Professional Standards files for the protection of the process, the parties involved, and the association
· Sets up Professional Standards hearings in accordance with proper due process procedures
· Communicates with members about potential arbitration, ethics, and license law issues, as well as other related issues in a timely and professional manner
· Assists in hearings 
· Assists Manager in coordinating and activities of the Department and the Citation, Grievance and Professional Standards Committees

· Assists in creating programs and policies to educate  members
· Continues to gain knowledge in procedures to back up Manager


· Creates and maintains department statistics and specialized reports  

· Responds to all incoming phone calls and email on daily basis.

· Computer Proficient in Microsoft Word, Outlook, Excel, Rapattoni Magic and Laserfiche (in-house database systems)

· Excellent customer service and communication skills

· Ability to work under pressure to ensure adherence to deadlines

· Detail-oriented with ability to multi-task
· Cooperative “can-do” attitude with members, non-member customers and fellow staff

Limitations and Disclaimer

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position. 

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor in compliance with Federal and State Laws.
Requirements are representative of minimum levels of knowledge, skills and/or abilities. To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis.
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