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COUNCIL




	POST NUMBER:


	RF546
	GRADE:
	F
	   JE REF:                             
	A525

	DATE REVISED:


	March 2017
	
	POLITICALLY RESTRICTED:
	No

	POST TITLE:


	Auditor

	DEPARTMENT:


	Governance
	SECTION:
	Internal Audit

	POST HOLDER:


	Vacant

	EMPLOYMENT STATUS:


	Permanent
	END DATE (if applicable):
	N/A

	CAR ALLOWANCE:


	Casual
	DBS CERTIFICATE:
	None

	PROFESSIONAL FEE:


	One per annum
	HOURS OF WORK:
	37 per week

	REPORTS TO:


	Chief Internal Auditor & Risk Manager

	1. Job Purpose

To assist in the provision of a statutory internal audit service and the undertaking of financial and operational systems reviews as an aid to the management of the Authority.

2. Job dimension
To undertake internal audit work to professional standards, primarily the Public Sector Internal Audit Standards, and exercising due professional care, thereby assisting the council in the sound financial and economical management of its resources.

3. Location
The primary base for the postholder will be Cannock Chase District Council but the postholder will be expected to work at both Cannock Chase Council and at Stafford Borough Council as required.

4. Organisational Structure

The postholder will report directly to Chief Internal Auditor & Risk Manager as illustrated in the structure chart below:- 
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5. Key Responsibilities

To carry out the allocated work within budget and deadlines, to ensure completion of the Internal Audit Plan and to assist in the provision of assurance on the Council’s governance arrangements and control environment. 

Undertaking the following aspects of audit work with minimal supervision:-

(i)
systems or regularity audits on any of the Council services

(ii)
minor incidences of suspected fraud or irregularities

(iii)
the audit of minor computer systems

(iv)
minor and major contract audits

(v)
minor consultancy projects

(vi)
follow-up audits

Assist with/undertake with supervision:-

(i)
major incidences of suspected fraud or irregularities

(ii)
major consultancy exercises

Plan and prepare audit briefs and develop appropriate testing strategies for the audits allocated.  

Produce clear written reports to management for approval by the Chief Internal Auditor & Risk Manager in respect of all work allocated to you.  

Discuss and agree draft audit reports with management up to and including the Service Manager level.

To provide Managers and employees with basic advice and support on Internal Audit matters including the control arrangements for policies and programmes and projects relating to the work of the Council and referring on more complicated requests. To be aware of relevant legislation, good professional practice and Council policies in the provision of audit advice, information and support. 

Perform all assigned work to the standards set out in the Audit Manual and in compliance with the Public Sector Internal Audit Standards

Ensure that the Chief Internal Auditor & Risk Manager is kept adequately informed of progress on audits 

Be familiar of the Section’s methods and procedures, both technical and administrative as set out in the Audit Manual.

To contribute to the compilation of the audit manual, Internal Audit procedures and guidance notes

Be familiar with the full breadth of auditing techniques so as to be able to perform all types of audit activities

Promote Internal Audit & general governance matters to clients whilst out on audits and uphold and promote good governance, including ethics and standards across the Council as appropriate. 

Be aware of current legislation, Council policy and professional developments in relation to audit and governance and ensure that these are reflected in the working practices of the section. 

Represent the Council at relevant working groups and meetings as appropriate and agreed by the Chief Internal Auditor & Risk Manager
Liaise with other council employees, outside organisations and the public

Liaise with the External Auditors as necessary

Attend and give evidence with relevant support at disciplinary hearings, appeals, tribunals and courts to give evidence on audit matters 

Undertake day-to-day office tasks as required

To ensure at all times that the statutory position of the officer designated by both Councils under Section 151 of the Local Government Act 1972 and under Section 114 of the Local Government Finance Act 1988, is upheld.

To ensure that statutory requirements and the Council’s policies, strategies and guidelines are complied with.

To conduct themselves in a professional manner at all times and in compliance with the Code of Ethics contained in the Public Sector Internal Audit Standards as well as with the Council’s Code of Conduct and other policies. 

6. Decision Making

The post holder will be expected to work within the framework provided by the Chief Internal Auditor & Risk Manager for their day to day work. The post holder will be required use his/her initiative in the making of decisions, guidance and supervision will be provided by the Chief Internal Auditor & Risk Manager, Principal Auditor and Senior Auditors.

7. Complexity/Problem Solving

The postholder will need to have an analytical ability capable of evaluating information, some flexibility of mind and personal organisation, and, occasionally, need to switch between familiar tasks and activities and may work to short deadlines. Complex problems will be resolved in consultation with the Chief Internal Auditor & Risk Manager, Principal Auditor or Senior Auditors however the post holder will be expected to personally resolve unexpected problems which are covered by recognised procedures.

8. Impact on End Results

The postholder will have a key role in the performance of the section in relation to the delivery of the audit plan.

The postholder will provide a significant contribution to the section’s role in the evaluation of the Council’s Internal Control Environment. The postholder will be expected, to identify weakness in the controls in place and provide appropriate recommendations to managers for them to address the weaknesses in order to ensure that appropriate controls are in place to achieve the Council’s objectives.

9. Knowledge and Skills

The postholder will hold the Technician level qualification of the Association of Accounting Technicians (AAT), Certified Internal Auditor from the Chartered Institute of Internal Auditors (CIIA), or Professional Certificate from the Charted Institute of Public Finance & Accountancy (CIPFA) or an equivalent qualification.
The postholder will hold GCSE’s at Grade C or higher in English and Mathematics or have equivalent vocational experience.
The postholder will have written communication skills sufficient to compose complex audit reports and memos and verbal communication skills to deal sensitively with auditees, and to speak with external organisations.

The postholder will have appropriate numerical and analytical skills to undertake and check calculations.

The postholder will have the ability to use word processing and spreadsheet packages

The post holder must be capable of prioritising and working to tight deadlines within the support framework provided by the Chief Internal Auditor & Risk Manager
10. Communication and Contacts

The postholder will be involved in communicating within the Council with other staff and members, with outside bodies/organisations and the general public.  Communication will be both verbal and written. 

The postholder will be expected to meet the Council’s standards of customer care.




	11.
General Principles
Training and Development
Each employee has a responsibility to develop the skills, knowledge and ability required to meet the challenges of their own job and the objectives in their Service Area’s Business Plan.

Supervisors, especially, are charged with the responsibility for holding development discussions with employees, either individually or in groups, to ensure compliance with the Council’s Personal Development Review Process.

Equal Opportunities
The Council is committed to ensuring equality of opportunity and to the principle that employees should be entitled to work free from intimidation or harassment.

All employees have a responsibility not only for their own behaviour but for the behaviour of others regarding equality of opportunity.  Any act of discrimination must be avoided and any incidents reported accordingly.

Safeguarding Children 
The Council is committed to promoting a culture which safeguards children in line with The Children Act 2004.  Employees are expected to carry out their role and responsibilities with due regard to the welfare of children at all times.  The Council is committed to ensuring that all employees are supported in respect to their safeguarding children duties.
Health and Safety

The Council recognises its responsibility as an employer to provide a safe and healthy working environment for all employees and accepts the obligations imposed by the Health and Safety at Work etc. Act 1974 and subordinate legislation.
Employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions and to comply with the Council’s health and safety policies or procedures.
The duties of the post may be varied by the deletion of any of the tasks specified or by the addition of associated work.



	The Job Description has been agreed by:-

	Job Holder: 
	Date:

	Manager:
	Date:
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