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	Appendix 4
	

	
	




1. POST TITLE:



Senior Auditor
2. POST NUMBER:




3. GRADE:



9 
Job Evaluation Reference No: A4261

4. LOCATION:



Your normal place of work will be County Hall.    
However, you may be required to work at any council workplace within County Durham.

5. RELEVANT TO THIS POST: 
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
  




  

6. ORGANISATIONAL RELATIONSHIPS:
The post holder will be accountable to an Audit and Fraud Manager and/or Principal Auditor

7. DESCRIPTION OF ROLE:
To support the Audit and Fraud Manager and/or Principal Auditor in the delivery of annual internal audit plans and to act as lead auditor for specific reviews. 

8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:

· Act as lead auditor for assigned reviews.   

· Draft and agree terms of reference for approval by the Audit and Fraud Manager/Principal Auditor and agreement with relevant client key contact in accordance with agreed audit strategy and audit plans.
· Assist in the carrying out of major audits as directed by Audit and Fraud Manager/Principal Auditor.
· Devise audit approach and testing strategy for each assigned audit.  

· Apply a risk based approach to audit planning and delivery.
· Review and appraise the effectiveness of the control environment associated with specific audit reviews paying particular attention to issues of governance, risk and best practice.
· Prepare and present reports for senior managers and members and provide professional advice as necessary This will require exchanging complicated and/or sensitive information orally and in writing to a range of audiences including Heads of Services, and other senior officers, including Head Teachers and external clients/partners.

· Prepare or amend audit reports for submission to senior management and negotiate and agree the introduction of improvements to systems identified as a result of audit reports.
· Ensure that internal audit assignments are delivered in accordance with professional standards, approved internal processes and procedures and service performance targets are achieved.
· Supervise less experienced staff allocated to assist on specific audit reviews.
· Review audit working papers and draft reports of less experienced staff.
· Provide on the job training to less experience staff.
· Provide advice to officers of the council on effectiveness and adequacy of internal controls on an ad hoc/consultancy basis.
· Undertake special investigations and projects as directed by Principal Auditor/Audit and Fraud Manager.

· Represent the Internal Audit Service on new developments and initiatives.   

· Contribute effectively to embedding risk management awareness in all areas of council activity.

· Undertake relevant continuing professional development to ensure that managerial and technical skills are kept up to date.    

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification

	
	Essential
	Desirable
	Method of Assessment

	Qualification
	AAT, or Certificate in Internal Auditing  or equivalent relevant qualification

	Part qualified CCAB, PIIA, QICA, or CISA


	Application form

Selection Process

Pre-employment checks



	Experience
	Demonstrable experience of providing Internal Audit services to clients within public sector organisations or relevant experience in a specialist service area at an appropriate level. 
Regularly plans and undertakes audits without supervision.

Risk Based approach to auditing

Reporting, written and verbal to clients
	Supervisory experience in managing less experienced staff

Development of term of references and scoping of audit reviews.


	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	Demonstrates and set high standards of behaviour

Build professional relationships with Senior Management and can facilitate acceptance of audit recommendations

Demonstrates ability to apply relevant skills to the development of projects.

Well-developed advisory, guiding, negotiated or persuasive skills in order to seek agreement to audit recommendations

Demonstration of substantial knowledge of risk management, internal control and corporate governance in a public sector environment.

Demonstrates an understanding of best audit practice and methodologies and can contribute effectively to the continuing development of audit activity across the Council as part of the Resources Service Grouping Improvement Plan.

Advanced analytical skills and an excellent aptitude for developing innovative solutions to complex problems.

Customer focused approach to Internal Audit 

Critical appraisal and testing of systems, 

Communicate effectively verbally and in writing, including complex or sensitive information with senior managers.

Work under pressure to tight deadlines

Experience of Word, Excel, Power Point and interrogating systems.

Ability to be an effective team member

Ability to plan and organise own work and that of others
	Demonstrates an understanding of key issues facing the Council

Demonstrates an understanding of best audit practice and methodologies and can contribute effectively to the continuing development of audit activity across the Council 

Experience of using CAAT.
Data mining and analysis 

Statistical sampling

Promotion of Internal Audit

Financial and operational system experience

Negotiation skills

.

Team building skills


	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	Displays a high level of professionalism and  use of own initiative

Undertakes relevant continuing professional development to ensure competencies and technical skills are kept up to date

Displays sensitivity, tact, discretion, and diplomacy

Customer focus approach

Willingness to work flexibly in line with the requirements of the post.

Understands, adhere to and promotes the Council’s equality and diversity polices

Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance).


	Resilient 

Pro-active approach to CPD.


	Application form

Selection Process

Pre-employment checks




