DETXMLS Part-Time Compliance Coordinator
Compensation: $20 an hour
Position Overview
The DETXMLS Compliance Coordinator is a part-time position (20 hours per week) responsible for supporting the day-to-day compliance operations of the Deep East Texas Multiple Listing Service (DETXMLS). This role focuses on accuracy, timely processing, and ensuring MLS rules and policies are followed.
This position does not perform any financial duties such as reconciling bank statements, managing accounts, or handling financials.
Primary Responsibilities
1. MLS Compliance Management
· Review, verify, and process all compliance issues submitted through the Navica Compliance Dashboard. (Subscriber submitted compliance issues)
· Conduct daily compliance monitoring to ensure listing accuracy and adherence to DETXMLS policies.
· Communicate clearly and professionally with Subscribers & Shareholders regarding compliance violations, corrections, and deadlines via email only.
· Track completion of Subscriber - submitted corrections and maintain organized records of compliance actions.
2. N-Check Processing & Proficiency
· Learn, train, and become proficient in the N-Check system.
· Process daily N-Check activity including data accuracy checks, listing updates, and error correction workflows.
· Troubleshoot N-Check issues and escalate technical problems to the appropriate contact when needed.
3. Support & Communication
· Respond to all DETXMLS emails in a timely, professional manner.
· Provide guidance to shareholders on MLS rules, data entry standards, and compliance expectations.
· Maintain a helpful and solution-oriented attitude when interacting with Subscribers and Shareholders.

4. Invoice Coordination (Non-Financial)
· After compliance confirmations are completed, submit required information to the participating shareholders so they may invoice members accordingly.
· Maintain records of all submitted invoice requests for tracking and reference.
5. System & Policy Knowledge
· Stay up to date on DETXMLS MLS rules, policies, Clear Cooperation requirements, and workflow changes.
· Participate in ongoing training related to Navica, N-Check, MLS updates, and compliance procedures.
General Expectations
· Maintain confidentiality of all MLS data and Subscriber and Shareholder communications.
· Demonstrate strong attention to detail and accuracy.
· Communicate with professionalism, clarity, and consistency.
· Be dependable, punctual, and able to manage workload within a flexible 20-hour weekly schedule.
· Work collaboratively with DETXMLS Commissioner’s and Shareholders when requested.
· Represent DETXMLS in a positive and subscriber-focused manner at all times.
Qualifications
· Strong written and verbal communication skills.
· High attention to detail and accuracy.
· Ability to learn new systems quickly (Navica, N-Check, internal dashboards).
· Experience in data entry, compliance, or MLS systems preferred but not required.
· Ability to work independently with minimal supervision.
· Professionalism and strong customer service orientation.
Work Schedule & Status
· Part-Time | 20 hours per week maximum
· Flexible schedule, with expectation of weekly compliance processing
· Remote or on-site expectations determined by DETXMLS leadership
· Must attend the Monthly Commissioner’s Meetings (Via Zoom)
· Must attend the Annual DETXMLS Shareholder’s Meeting in November (Travel Reimbursement or zoom option will be provided)
This job description is not intended to be all-inclusive. Duties, responsibilities, and expectations may be added, removed, or modified at any time at the discretion of the Commissioners. The employee may be required to perform other related tasks as needed to meet the ongoing needs of the organization.

Eligible candidates contact Express Employment Professionals office at 936-632-1171 to apply.
