[image: image1.png]



JOB TITLE:               Revenue Auditor
DEPARTMENT:        Revenue Audit
CLASSIFICATION:  Non-Exempt
SALARY LEVEL:      $17.00-$21.00
SHIFT:                         Days 20-40 hours/week
LOCATION:               Sherwood Valley Rancheria Casino

REPORTS TO:           Revenue Audit Supervisor
Scope of work: Collects, enters, organizes and analyzes all paperwork from the Drop and Count Teams. Audits the totals from the Vault on the daily reconciliation. Report any malfunctioning machine to the Tech. Manager on a daily bases. 

Duties and responsibilities:

Include but are not limited to the following:

· Missing Meter Report should be processed daily and given to Tech. Manager.

· Enter all paper work from the Drop Team including meter readings. Ensuring emergency drop sheets are included in appropriate day’s work.

· Enter all paperwork from Soft and Hard Count.

· Ensuring all Jackpot/Fill Slips are entered exactly as paid and match yellow and pink copies.

· Collects all data on discrepancies, variances and errors from the Casino floor (Techs, Drop Team, Count and Cage) and bring it to the attention of the Department supervisor.

· Resolve any 3% variances of any type whenever possible.

· Enter all Progressives.

· Log all hand pays.

· Calculates drop meters to actual drop, depending on whether the currency is included or excluded.

· Print daily reports, back-up all data, and daily closes.

· Prints monthly reports and closes out the month.

· Prints yearly reports and closes out the year.

· Notifies Tech Manager of any possible problems on a daily basis. Gives the Tech Manager a list of machines with an unexplained hold percentage variance of over 3%. This often entails being on the Casino Floor.

· Organizes and files machine related data and logs.

· Works in conjunction with the Data Entry Clerk.

· Works closely with Commission, the General Manager and Accounting Supervisor making them aware of possible problems.

· All other jobs as assigned by the Department Supervisor, CFO and/or General Manager.

Knowledge and abilities:

· Ten key by touch.
· 2 years Microsoft Excel experience required.
· Ability to read numbers accurately.
· Must possess mathematical skills.

· CONFIDENTIALITY IS MANDATORY!
· Strong mathematical aptitude.

· Excellent oral and written communication skills.

Qualifications: 

· Associates degree (AA) or equivalent from a two year college or technical school and/or two years experience or training in accounting functions.
· Must have knowledge of basic office, and computer skills.

· Must be proficient in math.

· Must not have any significant criminal history.

· Must sign a confidentiality agreement.

· Must agree to submit to random drug testing.

· Agree to refrain from all forms of gambling at the Sherwood Valley Rancheria Casino, except on approved days.

· Requires a valid California Driver’s license, a dependable automobile and accredited automobile insurance.

· All applicants must be at least 18 years of age.
· Must be able to speak, read and write the English language.
Work environment:

In the entertainment industry one may be subject to a fast pace work environment containing excessive noise, smoke and stress. 

Indian Preference:

IN ACCORDANCE WITH TITLE VII OF THE 1964 CIVIL RIGHTS ACT, SECTION 701 (b) AND 703 (I), PREFERENCE IN FILLING ALL VACANCIES WILL BE GIVEN TO QUALIFIED NATIVE AMERICANS. 
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