
HERNANDO COUNTY

CLERK OF CIRCUIT COURT


JOB DESCRIPTION
JOB TITLE:


INTERNAL AUDITOR


PAY GRADE:

119

DEPARTMENT:


AUDIT SERVICES


SALARY RANGE:
$33,862.40 - $56,430.40

TITLE OF SUPERVISOR:
AUDIT SERVICES MANAGER

REVISED:

SEPTEMBER 2002 

EXEMPT

JOB SUMMARY:
This is professional work performing 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.

ESSENTIAL JOB DUTIES:
 1.
Conduct audits of a highly technical or complicated nature, including operational, performance, compliance, financial and EDP of a wide range of County organizational operations/activities.

 2.
Interview appropriate personnel, accumulate, verify and analyze available data; observe actual practices and evaluate functional operational techniques; and identify existing or potential problem areas.

 3.
Participate in developing audit programs for specific assignments.

 4.
Perform work specified in audit program including research, analysis and interviews to prepare evaluations and recommendations for improvements.

 5.
Identify extenuating factors requiring possible deviation from the existing audit program, coordinate findings and recommend program changes.

 6.
Evaluate internal accounting and administrative controls in relation to cost benefits, effectiveness and economies of scale.

 7.
Prepare comprehensive audit memorandums detailing findings and recommendations, and assist in the presentation of audit findings and recommendations to the Board, Clerk, County Administrator and appropriate County Management. 

 8.
Assist in providing counsel and advice to County Officials on matters related to audit reports, special studies and other related recommendations.

 9.
Assist state, federal and other independent auditors as required.

10.
Assemble and maintain comprehensive internal auditing work papers, supporting audit findings and recommendations, as prescribed by Internal Audit Policies and Procedures.

11.
Research Florida Statutes, County ordinances, County policies and procedures, Attorney General Opinions, etc.

12.
Assist/conduct follow-up audits and annual follow-up of the independent public accountants' management letter/response.

OTHER JOB DUTIES:
Perform other duties as assigned.

JOB STANDARDS:
Education:
Graduation from an accredited university with a four year degree in accounting or business administration.  

Experience:
One year auditing plus additional two years in operational and financial auditing or accounting.  Information technology experience preferred.

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

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

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

M
Ability to develop and maintain good working relationships with a wide range of 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
Ability to perform duties with minimum supervision.

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

M
Knowledge of systems of internal controls.

M
Ability to apply auditing and accounting knowledge to the wide variety of policies, practices and systems found in a large and complex governmental organization, and to evaluate compliance with requirements.

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

