HERNANDO COUNTY
CLERK OF CIRCUIT COURT


JOB DESCRIPTION
JOB TITLE:


STAFF AUDITOR


PAY GRADE:

112


DEPARTMENT:


AUDIT SERVICES

SALARY RANGE:
$11.42 - $19.04 
TITLE OF SUPERVISOR:
AUDIT SERVICES DIRECTOR

REVISED:

OCTOBER 2001 

NON-EXEMPT




JOB SUMMARY:
Professional position assisting in the completion of operational, performance, compliance, financial and EDP audits of a wide range of County organizational operations/activities (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.  Responsibilities also include recording, enforcement, and audit of the Hernando County Tourist Development Tax (TDT).  In addition, the position performs a variety of secretarial, clerical, and data entry duties requiring judgment and initiative. 

ESSENTIAL JOB DUTIES:
1. Undertake minor research projects in accordance with specific guidelines as established by the Auditor and conduct Clerk and Board annual petty cash counts.

2. Request follow-up status of previous audit findings and verify the completion of corrective actions.  Draft follow-up audit reports detailing findings and recommendations, and assist in the presentation of reports to the Board, Clerk, County Administrator and appropriate County management.

3. Assist in developing audit programs for specific assignments; assist with audits of a highly technical or complicated nature; and independently conduct less complex audits of a wide range of County organizational operations/activities.

4. Perform work specified in audit program including research, accumulate, verify and analyze available data; observe actual practices; interview appropriate personnel; evaluate functional operational techniques; identify existing or potential problem areas; and prepare evaluations and recommendations for improvements. 

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

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

7. Research Florida Statutes, County Ordinances, County policies and procedures, Attorney General Opinions, etc.

8. Polish and print reports prepared by Auditors.  Review each audit report prior to mailing/distribution for spelling, grammar, punctuation, spacing, appearance and accuracy of addresses and compliance with distribution list.

9. Plan, organize and coordinate the reporting, enforcement and audit of the Hernando County Tourist Development Tax (TDT) Program including, reviewing RISE data, newspapers and other sources to determine potential taxpayers; ascertaining TDT compliance with applicable Florida Statutes and Hernando County Ordinances; maintaining the account database and other related TDT system maintenance; accurately entering TDT payment data and ensuring that the total payments entered balance to Finance receipts; preparing TDT reports and statistical information; forwarding and/or presenting TDT reports to those on the distribution list; and reporting and following up on any delinquencies.

10. Perform a variety of secretarial duties, such as composing correspondence; opening, recording, and routing mail; requisitioning and maintaining office supplies; preparing time tracking reports; setting up and maintaining records and files for the office; ensuring timely flow of paperwork through the office; operating a variety of office machines; answering and placing telephone calls; scheduling appointments; receiving visitors; and securing needed information.

OTHER JOB DUTIES:
Perform other duties as assigned.

JOB STANDARDS:
Education:
Two-year degree in Accounting or Business Administration; four-year degree with major in accounting or business administration, preferred.

Experience:
Two years in auditing, accounting or business administration; auditing preferred.  One year experience in complex office clerical work.  One year word processing and electronic spreadsheet software experience.  Knowledge of database environment and mainframe systems preferred.

Licenses/Certificates:
Must have valid Florida drivers license, maintain automobile insurance, and have reliable transportation.

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

ESSENTIAL SKILLS & QUALIFICATIONS:

· Ability to effectively communicate both orally and in writing.

· Ability to develop and maintain good working relationships with a wide range of employees and those offices being audited.

· Knowledge of Generally Accepted Accounting Principles (GAAP) and Generally Accepted Auditing Standards (GAAS).

· 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.

· Ability to comprehend and interpret Florida Statutes, Attorney General Opinions, County Ordinances, and County policies and procedures.

· Working knowledge of business English, spelling, punctuation, mathematical concepts, modern office practices, procedures and equipment.

· Ability to maintain records.

· Ability to perform duties with minimum supervision.

· Proficiency with word processor and electronic spreadsheet software.

· Must type 45 wpm.

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 and present reports.

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.


