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LEAD AUDITOR

A4
POSITION RESPONSIBILITIES


GENERAL DEFINITION:

This is lead professional auditing work, carrying out assigned functional responsibilities in the County’s financial and performance auditing functions.  Positions in this class participate in the development and implementation of the County’s audit schedule and plans, and lead audit teams carrying out audits of County in-house and outside activities and programs.  Work includes overseeing the work of lower level professional personnel.  This class is differentiated from related classes by the nature of the function assignment within the County auditing function.  A position in this class reports directly to an auditing management position.

TYPICAL EXAMPLES OF WORK: (Illustrative Only)

Participates in the development of the annual audit schedule; considers all Federal, State and County requirements, deadlines for requirements, time needed to conduct audits, work force availability and other elements affecting schedule; develops general audit plan, including the need for and use of questionnaires, flowcharts and other instruments; describes objectives, scope and procedures; reviews plan with assigned auditor to resolve any questions; writes correspondence notifying organization being audited of schedule, assigned individual(s), source of audit, records required and other pertinent information; may draft management letters about needed improvements in the economy, efficiency, and effectiveness of a variety of County operations; may coordinate activities and involvement with various internal and external auditing and study teams.

Leads audit teams on large, comprehensive and/or multi-faceted audits; reviews audit plan, insuring team members’ understanding of plan; assigns specific tasks to individual team members; oversees activities on-site; provides advice and assistance with technical and administrative problems; reviews workpapers and findings in progress and on completion for clarity, accuracy, objectivity and validity of conclusions drawn; may suggest new or revised approaches, depending on findings; discusses difficult, unusual and/or controversial problems encountered with higher level staff; develops final reports and submits for higher level action; may provide information to higher level management for use in performance appraisal, leave approval and related personnel management responsibilities.

Conducts audits and other financial and/or performance management examinations or investigations; examines financial transactions, accounts and reports, determining compliance with laws, regulations, requirements, financial management procedures, and the proper control of revenues, expenditures, assets and liabilities; determines the legality, propriety and mathematical accuracy of financial transactions; analyzes management data, ongoing systems and procedures for achievement of stated goals and objectives; determines causes and/or sources of identified problems; ascertains reliability of automated system financial reports for County offices and departments; writes reports on audit findings and conclusions, recommending actions required to correct inadequate procedures and/or to improve efficiency and effectiveness of accounting systems; takes specialized education courses.

Performs related work as required.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:

Comprehensive knowledge of accounting goals, objectives and principles.

Comprehensive knowledge of auditing principles, practices and standards.

Thorough knowledge of accounting methods, techniques and requirements governing 
governmental financial systems.

Thorough knowledge of generally accepted Standards for the Professional Practice of 
Internal Auditing.

Knowledge of functions, organization and operations at the local government level.

Knowledge of financial management and reporting methods, techniques and standards.

Skill in preparing audit reports and related statistical, accounting, and financial 
statements.

Ability to successfully complete formal coursework leading to further professional 
accreditation.

Ability to operate a computer terminal to enter information into and secure information 
from established data processing, spreadsheet, database and graphics 
programs, and to interface with mainframes.

Ability to establish and maintain effective working relationships with associates, officials 
being audited, and others involved in studies.

Ability to oversee the work of professional personnel carrying out specific audit tasks 
and/or functions.

ACCEPTABLE TRAINING AND EXPERIENCE:

Education equivalent to completion of a bachelor’s degree program, with major course 
work in accounting.

Two to three years of governmental auditing experience.

Or any equivalent combination of acceptable training and experience which has 
provided the knowledges, skills and abilities cited above.

ADDITIONAL REQUIREMENTS:

Eligibility for Certification as an Internal Auditor or Public Accountant, and possession of such certification within one year of appointment.

GENERAL DEFINITION:

This is professional auditing work at the full performance level, auditing financial and accounting transactions and systems.  Work includes overseeing lower level professional personnel on assignments and performing financial and accounting system and performance audits.  This class is differentiated from related classes by the auditing nature of the work and the responsibility for individual performance of functional assignments as part of an audit team.  A position in this class receives directions from a higher level auditor but reports directly to an auditing management position.

TYPICAL EXAMPLES OF WORK: (Illustrative Only)

Participates in audit teams or conducts individual audits; examines financial transactions, accounts and reports, determining compliance with laws, regulations, requirements, financial management procedures, and the proper control of revenues, expenditures, assets and liabilities; determines the legality, propriety and mathematical accuracy of financial transactions; ascertains reliability of automated system financial reports for County offices and departments; writes reports on audit findings and conclusions, recommending actions required to correct inadequate procedures and/or to improve efficiency and effectiveness of accounting systems.

Conducts financial and/or performance management examinations or investigations to determine whether the organization audited is properly utilizing available resources; analyzes management data, ongoing systems and procedures; reviews achievement of stated goals and objectives; determines causes and/or sources of identified problems; recommends corrective action; conducts performance audits to improve programs and activities; assists others in audits, investigations and studies for a variety of purposes.

May instruct and otherwise assist lower level professional personnel in assigned phases of audits; reviews work of such positions, insuring completeness of work and accuracy of calculations and findings; provides advice and assistance on general working methods as well as specific tasks; keeps higher level personnel informed of difficult and/or unusual problems encountered.

Examines and tests internal controls with questionnaires, flowcharts and other instruments; evaluates and ascertains extent to which accounting methods in use safeguard assets; determines that accounts, receipts and disbursements are managed efficiently and economically, and in accordance with applicable laws and regulations; takes specialized educational courses.

Performs related work as required.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:

Thorough knowledge of accounting goals, objectives and principles.

Thorough knowledge of auditing principles, practices and standards.

Knowledge of accounting methods, techniques and requirements governing 
governmental financial systems.

Basic knowledge of generally accepted Standards for the Professional Practice of 
Internal Auditing.

Basic knowledge of financial management and reporting methods, techniques and 
standards.

Skill in preparing statistical, accounting, and financial statements.

Ability to successfully complete formal coursework leading to further professional 
accreditation.

Ability to operate a computer terminal to enter information into and secure information 
from established data processing, spreadsheet, database and graphics 
programs, and to interface with mainframes.

Ability to establish and maintain effective working relationships with associates, officials 
being audited, and others involved in studies.

ACCEPTABLE TRAINING AND EXPERIENCE:

Education equivalent to completion of a bachelor’s degree program, with major course 
work in accounting.

One to two years of governmental auditing experience, OR two to three years of 
general auditing experience.

Or any equivalent combination of acceptable training and experience which has 
provided the knowledges, skills and abilities cited above.

ADDITIONAL REQUIREMENTS:

Eligibility for, and active pursuit of, Certification as an Internal Auditor or Public Accountant.

GENERAL DEFINITION:

This is professional auditing work at the entry level, auditing financial and accounting transactions.  Work includes performing audits of such transactions and assisting with performance audits.  Assignments at this level are usually of a task, procedure or transaction, although assignments increase in difficulty as the incumbent gains experience.  This class is differentiated from closely related classes by the auditing nature of the work and the task level nature of assignments.  A position in this class receives assistance from higher level auditing positions and reports directly to an auditing management position.

TYPICAL EXAMPLES OF WORK: (Illustrative Only)

Participates in audit teams; examines financial transactions, accounts and reports, determining compliance with law, regulations, requirements and financial management procedures; determines the legality, propriety and mathematical accuracy of financial transactions; spot-checks cash transactions to insure that cash receipts have been recorded, disbursements properly authorized and vouchered, and the balance of cash is either on hand or on deposit; drafts reports on audit findings and conclusions; develops recommendations based on those findings.

May examine and test internal controls by using questionnaires, flowcharts and other instruments; evaluates findings and ascertains extent to which accounting methods in use safeguard assets; determines that accounts, receipts and disbursements are managed efficiently and economically, and in accordance with applicable laws and regulations.

Identifies problem areas in ongoing systems and procedures; determines sources and/or causes of the problem; recommends corrective action; conducts studies to determine whether the organization audited is properly utilizing available resources; participates in audits, investigations and studies for a variety of purposes; participates in specialized educational courses.

Performs related work as required.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:

Knowledge of accounting goals, objectives and principles.

Knowledge of auditing principles, practices and standards.

Basic knowledge of financial management and reporting methods, techniques and 
standards.

Ability to learn and apply generally accepted Standards for the Professional Practice of 
Internal Auditing.

Ability to learn specific accounting methods, techniques and requirements governing 
governmental financial systems.

Ability to operate a computer terminal to enter information into and secure information 
from established data processing, spreadsheet, database and graphics 
programs, and to interface with mainframes.

Ability to establish and maintain effective working relationships with associates, officials 
being audited, and others involved in studies.

ACCEPTABLE TRAINING AND EXPERIENCE:

Education equivalent to completion of a Bachelor’s degree program, with major course 
work in accounting.

Or any equivalent combination of acceptable training and experience which has 
provided the knowledges, skills and abilities cited above.
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