
HERNANDO COUNTY

CLERK OF CIRCUIT COURT


JOB DESCRIPTION
JOB TITLE:


AUDIT SERVICES MANAGER
PAY GRADE:

122

DEPARTMENT:

 
AUDIT SERVICES

SALARY RANGE:
$38,717.12 - $64,528.46 

TITLE OF SUPERVISOR:
CLERK OF CIRCUIT COURT
REVISED:

NOVEMBER 2001 

EXEMPT

JOB SUMMARY:
Administrative and supervisory management work responsible for ensuring the coordination of all department activities.  Perform financial, compliance, performance, operational, and EDP audits for County operations (Board and Clerk).  Duties include responsibility for review and appraisal of County operations to determine compliance with laws, rules and regulations, and to assure the reliability, accuracy and completeness of records.  Represent the Clerk's Office in a professional manner when communicating with customers, business associates and fellow employees.  

ESSENTIAL JOB DUTIES:
 1.
Oversee the training of personnel, authorized leave, work assignments and employment performance evaluations within the department to ensure effective productivity.

 2.
Recommend and implement procedures to improve the efficiency of the department.

 3.
Advise employees concerning work and personnel problems as necessary, with the goal of achieving the highest morale within the department.

 4.
Ensure that the development, implementation, update and distribution of policy and procedure manuals is completed on a timely basis.

 5.
Handle complaints, problems or difficult situations with the public in a professional manner as necessary.

 6.
Ensure good communication between outside agencies and inter-office departments. 

 7.
Ensure the accurate interpretation, implementation, and compliance of laws, rules and regulations on a timely basis regarding functions of the department.

 8.
Provide accurate and timely statistics, reports and other data as needed.

 9.
Develop departmental budgets, goals, and objectives.

10.
Plan, organize, coordinate and perform financial, operational, compliance, performance and EDP audits, and follow-up audits of departments under the Board of County Commissioners and Clerk of Circuit Court.

11.
Plan, organize and coordinate the collection, reporting, enforcement, and audit of the Hernando County Tourist Development Tax Program (TDT).

12.
Develop, as necessary/appropriate, audit plans, objectives, programs, control questionnaires, and other planning forms for each audit project conducted.

13.
Conduct entrance conference of auditee, interview appropriate personnel; accumulate, verify, and analyze available data; observe actual practices and evaluate functional operational techniques; and identify existing or potential problem areas.  Conduct exit conference with auditee.

14.
Conduct oral and written presentations, as necessary/required, to the Board of County Commissioners, TDT Council, and Board of County Commissioners/Clerk of Circuit Court management and staff regarding audit findings/recommendations.

15.
Prepare audit project schedule (and coordinate through the Audit Services Planning and Priority Committee).  Assemble and maintain work papers.  Prepare miscellaneous statements, reports, and audit memorandums.

OTHER JOB DUTIES:
Perform other duties as assigned.

JOB STANDARDS:
Education:
Graduation from an accredited university or college with a four-year degree in Accounting or Business Administration.

Experience:
Three years in compliance, EDP, and financial auditing, including one year supervisory/management experience.  

Licenses/Certificates:
CPA (Certified Public Accountant) and/or CIA (Certified Internal Auditor).

EQUIPMENT USED:
Personal computer/terminal, calculator, copier, facsimile.

ESSENTIAL SKILLS & QUALIFICATIONS:
M
Ability to effectively communicate orally and in writing.

M
Ability to make sound independent judgments.

M
Ability to plan, organize and supervise the work of others.

M
Ability to develop and maintain good working relationships with fellow employees and those offices being audited.

M
Knowledge of generally accepted accounting principles (GAAP) and generally accepted auditing standards (GAAS), American Institute of Internal Auditors and Yellow Book Standards.

M
Knowledge/experience of spreadsheet/word processing environments.

M
Budget preparation.

M
Knowledge of standards, procedures and practices for financial, compliance and performance audits.

M
Ability to comprehend and interpret Florida Statutes, Attorney General Opinions and policies & procedures.

ESSENTIAL PHYSICAL SKILLS:
Constant:
Acceptable eyesight (with or without correction), acceptable hearing (with or without correction), ability to access, input and retrieve information from a personal computer.

Frequent:
Ability to access file cabinets for filing and retrieval of data.  Ability to communicate orally in order to answer the telephone.

WORKING CONDITIONS:
Constant:
Field and office environment.

Frequent:

Flexible hours and travel as required.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

