Job Title:  Auditor

Job Code: 41010

Last Update:  01/01/2011

Salary Plan:  SUP 03

Job Description:  Performs professional, performance-related and financial-related audits.    Determines through observation, tests, and inquiries that prescribed management procedures are in compliance with regulations.  

Job Responsibilities and Qualifications:

1. Audits accounting and statistical data, ledger accounts, financial and other related records of the technical colleges as part of an audit team or independently.

2. May develop or maintain departmental audit standards or procedures, or review the work of outside auditors to ensure quality control.

3. Inspects account books and accounting or financial computer systems for efficiency, effectiveness, and use of accepted accounting procedures to record transactions.

4. Prepares reports on audit results which may recommend procedures and policy improvements.

5. Prepares and maintains databases, evidence, files and confidential documents.

6. Researches financial histories, previous payments, balance sheet details or prior audit findings, responds to protests and resolves related issues.

7. Assists departments with investigations of new technologies or processes to improve operation or services.

8. Identifies goals and measures as required by the college, accrediting agencies, and federal, state and local agencies.

9. Reviews the results of audits and facilitates discussions to address the need for improvement.

Technical Competencies:

· Knowledge of basic auditing and examination procedures related to area of assignment.

· Ability to make accurate calculations.

· Knowledge of technical report writing

· Ability to prepare clear and accurate reports.

· Knowledge of computer systems, information technology and software used in accounting and auditing.

Entry Qualifications:

Completion of an undergraduate major in business administration or a related field at a four-year college or university which included two basic and two intermediate or advanced accounting courses *and* one year of professional auditing or accounting work  OR  five years experience in general accounting, billing and collection systems, and/or claims.

Preferred Qualifications (in addition to minimum qualifications):

Three years of professional level experience in a responsible role involving accounts payable, accounts receivable, financial statements and general ledger analysis.

