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Nat ure of Work

Under adm nistrative direction, an enpl oyee
in this class specializes in the planning and adm ni stering an
internal audit program of the accounts, records and fiscal
affairs of a large, conplex state agency. Responsibility
i ncl udes the evaluation of the adequacy of financial, managenent
and operational controls; conpliance with established policies,
pl ans and procedures; the reliability of financial and opera-
tional data devel oped within the agency and the appropriation of
audit reports and recommendations. Wbrk includes the coordi-
nation of internal auditing functions with federal, state and
private consulting entities. My supervise professional,
technical and clerical staff. Considerable independence is
exercised in the planning, scheduling and perform ng duties of
the position. Travel may be required. Perforns related work as
required.

Exanpl es of Work

Pl ans, organizes and inplenents an internal auditing program
for the agency; coordinates plan inplementation with
federal, state and private entities.

Est abl i shes and mai ntains a system of internal accounting
checks to mnimze potential abuse/fraud/ waste.

Reconci | es agency financial records to the State Auditor's
records.

Conducts periodic and systematic review of agency activities
to ensure conpliance with statutes, regul ations and opera-
ting procedures.

Docunents audit findings for discussions with agency heads
and ot hers.

Conducts special studies and investigations in the area of
assi gnnent as deened appropriate by the agency head.

Perfornms sanple conpliance tests to ensure agency i s operating
wi thin applicable |aws and regul ati ons.

Conducts periodic and systematic reconciliation of all federal
grant noni es received and expended.

Prepares audit findings to include audits sumrary, schedul es
and exhi bits; makes recommendati ons for changes in account-
i ng systens, operating procedures and agency regul ations.

Di scusses audit findings with agency head and other officials.

May train, plan and review the work of subordinate auditors,
accountants and support staff.

Know edge, Skills and Abilities
Know edge of accepted accounting principles and practices.
Know edge of managerial practices, principles and theories.
Know edge of federal and state |laws relevant to the agency.
Know edge of the practices and techni ques in budget devel op-
ment and executi on.
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Know edge, Skills and Abilities (cont'd)
Know edge of the grants admi nistration procedures for the
federal |aws relevant to the agency.
Skill in the use of mathematical and statistical sanpling
t echni ques.
Ability to audit conpl ex accounting, budgetary and fi nanci al

dat a.

Ability to evaluate conpl ex operating procedures of the
agency.

Ability to plan, organi ze and adm ni ster conprehensive agency
audi ts.

Ability to establish and maintain effective working rel ation-
ships with federal and state officials, professional,
techni cal, and support staff, and others.

Ability to communicate effectively, both orally and in
writing.

M ni mum Tr ai ni ng and Experience Requirenents

TRAINING G aduation froman accredited college or university
i ncl udi ng ei ghteen (18) semester hours in Accounting.

EXPERI ENCE Five (5) years of professional auditing or
accounting experience, including two (2) years in internal
audi ti ng.

SUBSTI TUTION Certification as a CPA or internal auditor may
substitute for two (2) years of the required general exper-
i ence.

Est abl i shed: 8/ 19/ 93
Ef fective: 10/ 16/ 93



