Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Revenue Audit Supervisor

DIVISION: Revenue Audit
JOB CODE:   208160



DEPARTMENT: Finance/Accounting
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West
POSITION REPORTS TO:  Revenue Audit Manager
SUMMARY:  To supervise Revenue Audit unit employees in the daily, monthly, quarterly and yearly audit of casino operations.  To develop and maintain effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Supervises and develops an effective staff by assisting and making recommendations in hiring, training, scheduling, rewarding and disciplining staff.  Develops staff to meet and exceed performance expectations by establishing and maintaining a positive work morale and effective employee relations.  Supervises a staff of six (6) or more subordinates in Revenue Audit operations.

3.
Prepares and/or delegates the preparation of daily, monthly, quarterly and yearly Revenue Audit reports, as required or directed.  Prepares monthly Gaming Statistical Reports and the monthly Revenue & Expense Journal for all casinos.

4.
Schedules monthly audit of casino hoppers, change banks, tables, etc., and prepares summary reports.  Performs end-of-month meter readings for all casinos.

5.
Prepares and/or delegates preparation of management and executive reports, as required or directed.

6.
Trains or delegates training of all Revenue Audit employees.  Ensures staff is provided adequate supplies and equipment in order to perform assigned duties.

7.
Performs audits of sensitive areas as authorized and in compliance with Gaming Regulations. 

8.
Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

9.
Develops and maintains effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.

10.
Performs other duties, including special projects, as needed and directed.

JOB CODE:   208160
DATE CREATED/REVISED: June 1994


JOB TITLE:  Revenue Audit Supervisor


QUALIFICATION REQUIREMENTS:

Demonstrated skill performing basic mathematics.  Demonstrated effective and diplomatic customer service and communication skills, which includes contacts with employees and customers.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work. 

EDUCATION AND/OR EXPERIENCE:

Graduation from High School or equivalent, with completion of college level accounting courses desired.  

Three (3) or more years of recent and related accounting experience, including one (1) year of supervisory experience.

LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  None.

OTHER SKILLS/ABILITIES: Demonstrated computer skills including Excel 5.0, and skills performing typing, data entry, and filing.  Demonstrated skill using ten key by touch.

PHYSICAL DEMANDS:  Essential duties involve performing physical exertion: prolonged periods of sitting, occasional walking, climbing stairs, stooping, bending, stretching, reaching, and standing with standard breaks.  Essential duties may require lifting 35 to 50 pounds of related general office supplies and equipment.

WORK ENVIRONMENT:  Essential duties involve working within a general office environment which is not subject to extreme temperature changes or adverse weather conditions.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Various general office equipment, including computers, calculators, fax machines, photo-copiers, shredders, and telephones.
Prepared by: 
______________________    Date: _______________________

