Internal Auditor I/II 
Page 4

[image: image1.wmf]
INTERNAL AUDITOR I

INTERNAL AUDITOR II
FC:  FF251, FF252






              PC:  753, 755
PB:  02, 04
                                                                                                     BU:  91 (NR)

FLSA:  Internal Auditor I – Non-Exempt                                        Created:  January 1, 1999


FLSA:  Internal Auditor II – Exempt                   
             Revised:  September 28, 2007 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

Performs financial, operational and contract audits of District departments, functions, and contractors; analyzes the efficiency and effectiveness of systems and activities; works with management to develop standards, goals and objectives for audits; and performs a variety of professional tasks as assigned. 
CLASS CHARACTERISTICS

Internal Auditor I--This is the entry level class in the Internal Auditor series.  This class is distinguished from the Internal Auditor II by the performance of the more routine tasks and duties assigned to positions within the series.  Since this class is typically used as a training class, employees may have only limited or no directly related work experience.  Advancement to the "II" level is based on demonstrated proficiency in performing the assigned functions, and is at the discretion of higher level supervisory or management staff.

Internal Auditor II--This is the full journey level class within the Internal Auditor series.  Employees within this class are distinguished from the Internal Auditor I by the performance of the full range of duties as assigned. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit.  Positions in this class are flexibly staffed and are normally filled by advancement from the I level, or when filled from the outside, have prior experience.
REPORTS TO

This position reports to a higher level Internal Auditor or the Manager of Internal Audit as assigned.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following: 

1.
Conducts financial and performance audits of District departments and functions; analyzes data for the efficiency and effectiveness of operational and financial systems and activities; presents oral and written information to management regarding conclusions of analysis; makes recommendations for cost reductions and operational improvement; prepares formal written reports.

2.
Performs financial and performance audits of contracts; reviews and analyzes contractor financial statements, abilities, estimates, budgetary data, management and internal controls, labor costs, indirect and overhead costs; determines appropriate cost adjustments; prepares report of findings. 

3.
Performs audits of claims for equitable adjustments; solicits financial and accounting data from contractors; prepares reports on claims for equitable adjustments associated with multi-year contracts.

4.
Reviews cost of utility relocations on extensions right-of-way projects; determines reasonableness, accuracy, and allowability under contract terms and applicable regulations.

5.
Monitors compliance with financial provisions of State and Federal grants; reviews management plan, records, reporting, accounting process, and performance; communicates with managers and staff of grant-funded projects regarding financial concerns; evaluates the effectiveness of corrective action taken.

6.
Performs audit planning; makes recommendations on direction and scope of proposed audit efforts; makes recommendations to management regarding planned audits and auditing procedures; interprets audit procedures, techniques, and analytical methods to be utilized.

7.
Identifies and evaluates activities subject to audit coverage; assesses the degree of risk inherent in the audit in terms of cost, scheduling, and quality.

8.
Performs special reviews, investigations, and projects upon request by management.
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Assists in preparation for legal proceedings; reviews work performed as part of protested audit.

10.
Provides input for District accounting, financial, control, operational, and management procedures.

11.
Assists District managers in contract negotiations and in resolving disputed audit issues.

QUALIFICATIONS


Internal Auditor I

Knowledge of:
Methods and techniques of technical and financial auditing.

Related standards of auditing and auditing procedures.

Basic techniques of analyzing operational and financial transactions.

Investigative and quantitative analysis techniques.

Basic principles and practices of general, fund, and government accounting.

Current office procedures, methods and equipment including computers and

supporting word processing and spreadsheet applications.

Business and audit ethics.

Principles of business letter writing and financial report preparation.

Principles and procedures of financial record keeping and reporting.

Related Federal, State and local codes, laws and regulations.

Ability to:
Learning principles of contracting and procurement.

Learning organization and functions of District departments and contracted service providers.

Learning economic law, taxation and finance.

Learning to interpret, explain and enforce department policies and procedures.

Learning to understand the environment and demands of the audited activity.

Learning to make prudent, defensible and timely decisions.

Learning to analyze contracts with external contractors and consultants.

Learning to exercise judgment in determining materiality of audit results.

Performing various auditing functions.

Understanding the consequences of audit results and the impact of the audit report.

Interpreting Federal, State and local codes, laws and regulations as they relate to conducting audits.

Performing statistical, financial, and other mathematical analyses.

Operating office equipment including computers and supporting word processing and 

spreadsheet applications.

Understanding and following oral and written instructions.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS
Education:

A Bachelor’s degree in accounting, finance, business administration, public administration, or a closely related field from an accredited college or university. 

Substitution:

Experience as outlined in the above class description may be substituted for the education on a year-for-year basis.  A Bachelor’s degree is preferred. 
Internal Auditor II

In addition to the qualifications for Internal Auditor I:

Knowledge of:
Advanced mathematics and quantitative methods such as statistical sampling and regressing analysis.

Advanced principles and practices of general, fund, and government accounting.

Principles of contracting and procurement.

Organization and functions of District departments and contracted service providers.

Economic law, taxation and finance.

Methods and techniques of analyzing operational and financial transactions.

Skill in:
Interpreting, explaining and enforcing department policies and procedures.

Understanding the environment and demands of the audited activity.

Making prudent, defensible and timely decisions.

Analyzing contracts with external contractors and consultants.

Exercising judgment in determining materiality of audit results.

MINIMUM QUALIFICATIONS
Education:
A Bachelor’s degree in accounting, finance, business administration, public administration, or a closely related field from an accredited college or university. 
Experience:
Two (2) years of (full-time equivalent) verifiable professional auditing experience.

Substitution:

Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  A  Bachelor’s degree is preferred.

WORKING CONDITIONS
Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

May require maintaining physical condition necessary for sitting for prolonged periods of time.

EEOC Code:
02
Safety Sensitive Designation:  No
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