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COUNCIL




	Post Title:  Auditor
	Post Number:  RF546

	Division:  Internal Audit
	Grade:   F

	JE Ref:   A525
	Date Revised:  March 2017


This form sets the standard for the person needed for this job, and also suggests the questions to be asked at short listing and interview stages.  The requirements are job-related and described using appropriate words and marked E (Essential) or D (Desirable) as appropriate.  There will not necessarily be an entry in every box.

	
	REQUIREMENTS
	ESSENTIAL (E) OR DESIRABLE (D)
	MEASUREMENT

(SEE BELOW)

	EXPERIENCE

	Experience of working in an internal audit environment covering basic audit testing.
Experience of working within a Local Government environment.
	E
D
	1 & 3

1 & 3

	SKILLS REQUIRED


	Written communication skills sufficient to compose complex audit reports, memos etc.
Have interpersonal skills sufficient to deal sensitively with auditees and to speak with external organisations.

Have the ability to identify control weaknesses and make appropriate recommendations for improvement.

Have the ability to use Microsoft Office Packages such as Word and Excel to be able to write reports and use spreadsheets for testing purposes.
Numeracy and analytical skills sufficient to undertake and check complex calculations.

Organised in order to meet tight deadlines.
	E
E

E

E

E

E
	1, 2 & 3
3

1 & 3

1 & 3

1, 2 & 3

1 & 3

	KNOWLEDGE BASE


	Knowledge of basic accounting principles.
Knowledge of audit principles, practices and procedures.

Knowledge of relevant legislation and good practice guidelines.

Knowledge of risk management principles.

Knowledge of Local Government – its services and how it operates.
	E

E

E

D

D
	1 & 3

1 & 3

1 & 3

1 & 3

1 & 3

	QUALIFICATIONS / TRAINING


	Hold GCSE’s Grade C or above (or equivalent) in English and Mathematics.
AAT Technician/Level 4 CIIA Certified Internal Auditor, CIPFA Professional Diploma or an equivalent qualification.
	E
E
	1 & 4
1 & 4

	ATTITUDE / MOTIVATION


	Be self-motivated and able to act on own initiative.

Able to work flexibly as part of a team.

Capable of achieving targets under pressure and against tight deadlines.
	E

E

E
	3

3

1, 2 & 3

	OTHER REQUIREMENTS
	Able to visit various Council sites across the District.
	E
	3

	
	
	
	

	MEASUREMENT


	1. From

application

form
	2. By test after

short listing
	3. Probing at

interview
	4. Documentary

evidence
	5. Other

(Please specify)







PERSON SPECIFICATION





Total number of essential criteria measurable from application form	= 12


Total number of desirable criteria measurable from application form	= 3	
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