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Compliance Administrator
Job Description
The Compliance Administrator supports the Compliance Manager by preparing ATF filings, maintaining accurate records, assisting with internal audits, and supporting day-to-day compliance activities. This role helps ensure inventory and documentation are organized, complete, and up to date, contributing to the overall effectiveness of the compliance program.

Reporting
Compliance Manager

Key Responsibilities
Regulatory Filings & Transfer Administration
· Prepare and submit ATF eForms in accordance with established procedures
· Verify transfer documentation and process incoming RMAs
· Maintain accurate records of all regulated firearms and suppressor transfers
Compliance Documentation & Audit Support
· Maintain FFL/SOT records and related compliance documentation
· Support internal audits and cycle counts of serialized and NFA-regulated inventory
· Assist in creating and updating compliance documents and procedures
Compliance Department Support
· Provide administrative and process support to the Compliance Manager
· Maintain organized records and documentation systems
· Assist with process improvements and workflow efficiency within the compliance function
· Perform other related compliance and administrative duties as assigned
Qualifications
· U.S. Citizen (required due to ITAR regulations)
· Must not be a prohibited person under federal law
· 2–5 years of compliance support experience in a regulated industry (firearms, defense, aerospace) 
· Bachelor’s degree preferred; relevant compliance experience is highly valued
· Experience with ATF filings, ITAR, and NFA transfers preferred
· Strong Microsoft Excel skills are a significant plus
· Strong attention to detail and organizational skills
· Ability to follow established procedures and maintain accurate records
· Professional communication skills and ability to work across departments
· Self-motivated with the ability to manage tasks independently and meet deadlines
Compensation
Salaried exempt position, including health, vision, dental, and disability insurance, PTO, and 401(k) benefits.
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