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JOB DESCRIPTION

Post Title:  Principal Auditor


Service: Internal Audit
Grade:  PO1B






Location: City Hall 




Revised: June 2022
Responsible to:
 Audit Manager
Responsible for: Auditors, Agency workers / Contractors, Apprentice
Organisational Chart: 
Chief Finance Officer
Audit Manager

Principal Auditor

Auditors

Apprentice

Key Functional links

Internal: 
Chief Officers and all managers, occasional links with Members
External:
External Auditor, colleagues at other LA’s, general public, Police, Govt Depts, Assurance Lincolnshire and a range of Managers and Members at client sites.
	Main Duties and Responsibilities:
To manage the day-to-day work of the Internal Audit team, deliver the service plan objectives, undertake core internal audit duties and take an extended role in aspects of planning, performance, governance issues, committee reporting and general support, deputising for the Audit Manager where necessary. The job supports the Audit Manager to ensure delivery of a quality, timely, business and customer focused Internal Audit Service in accordance with service/audit plans.



	Corporate Management Framework:

1.
To ensure the effective management of all relevant resources (i.e. people, finance, and assets:-

· To develop and lead effective team working, which results in self managing teams with a sense of collective responsibility and purpose and which provide mutual support and learning both within and across teams.

· To advise Service Managers about future service needs to ensure that all resources are adequately planned for and managed.

· To contribute to the development of team plans and ensure that staff performance appraisals are carried out.

· Regularly review and monitor any delegated budget responsibilities to ensure that budget allocations are being used effectively and efficiently.

· To act as a role model by continuously developing own skills and knowledge in accordance with the Council’s development framework and any professional requirements.

2.
To support the Service Manager in delivering change:-
· To support the delivery of the Council’s Strategic Priorities and to promote its ‘Core Values’.

· To continually review operational service delivery to meet changing needs and demands and implement any necessary changes, involving staff individually and in teams and encouraging and developing employees to operate flexibly to meet such changes.

· To actively promote learning, innovation and change in a ‘can-do’ environment, recognising and rewarding contributions and addressing development needs at team and individual level.

3.
To work effectively with others:-
· To develop and sustain effective working relationships with all internal and external stakeholders and contacts.

· To work in a collaborative and supportive way with peers to tackle cross cutting issues as directed by the Department Management Team.

4.
To contribute to the delivery of high performing services:-

· To contribute to the implementation of the Council’s performance management framework.

· To proactively manage absenteeism firmly but fairly to ensure that absence reduction targets are achieved.

· To manage health and safety and to ensure that all employees are aware of and comply with health and safety requirements.

· To ensure appropriate arrangements for the management of risk and the promotion of a ‘no blame’ culture.

5.
To contribute to the corporate focus:-


· To ensure the effective implementation of corporate policies and procedures for example, HR and financial policies.

· To contribute to effective internal and external communications.

6.
To create value for customers:-
· To promote and monitor customer care standards and ensure that these are communicated and understood at all levels.
· To identify, monitor and review customer needs and demands through regular feedback from customers and frontline staff.
· To liaise with others across the organisation and externally to meet customer needs and demands.
· To support the implementation of the Authority’s ‘Access to Services’ vision.


	Service Specific Activities:
MAIN DUTIES AND RESPONSIBILITIES

General

1. To manage the day-to-day work of the internal audit team, including the performance management of team members and delivering the service plan’s objectives.

2. Undertake a full range of financial and nonfinancial risk-based audit reviews relating to all aspects of the Council’s or Client’s corporate objectives, service delivery and supporting systems, including scoping the audit and designing audit test programmes. Undertake system-based audits to agreed performance and auditing standards, and to specific audit guidance and relevant corporate procedures and regulations. Liaise with, interview and report findings to all levels of management and employees.
3. Undertake more complex, technical internal audit assignments such as ICT Audits, using appropriate guidance and with reference to National Standards.

4. Effectively communicate with Senior Managers both verbally and by producing quality audit reports on the scope, findings, risks, and conclusions of each audit project. Provide constructive and practical advice and recommendations to strengthen systems and address identified risks. Report upon the adequacy of controls to management, providing assurance that they meet the purposes for which they were designed. Use findings to feed into an overall opinion on the control framework and provide evidence for external audit and other review agencies.

5. Prepare parts of the strategic and operational audit plans based on the appropriate audit needs and risk assessment criteria.

6. Scheduling and monitoring recommendation follow up with team members and undertaking recommendation follow up with managers, assessing responses, reporting to the Audit Manager and Assistant Directors, Directors and Audit Committee.

7. Use the application of audit tools and techniques (including IT) as appropriate, such as data analytics, walk through tests, risk assessment, internal control questionnaires, flow-charting/process mapping and system interrogation.

8. Take extended responsibility for operational audits, and allocated elements of the audit plan, including major corporate audits, benefit subsidy, National Fraud Initiative and performance audits, allocating skills and resources in the most effective way to meet objectives.

9. Provide supervision, professional and technical support, and quality control over designated aspects of the sections outputs as required, to other members of the audit team.
10. Undertake value for money work or other one-off projects as directed, linked to aspects of economy, efficiency, and effectiveness within the Authority. Consider VFM in all systems work.

11. Provide advice to employees and the Audit Manager on aspects of corporate policy, regulations and procedures, in particular financial and contract controls.
12. Undertake fraud, corruption and irregularity investigations, using agreed protocols as directed, including assisting with interviews and surveillance. Update guidance in this area for team members, in conjunction with the Audit Manager.

13. Oversee the collation of local PI information within the section, for monthly reporting and supporting the Audit Manager in interpreting and acting upon the results as appropriate. Assist the Audit Manager with assessing the efficiency and effectiveness of the service including benchmarking.
14. Undertake Governance projects specifically around the Code of Corporate Governance and the Annual Governance Statement and other areas as required.

15. Draft reports, as directed, to nominated Council Committees outlining the progress and key findings of audit activity. Undertake presentations to Members and Officers as required.
16. To deputise for the Audit Manager on a range of areas as required, including meetings (within and away from the Council) and attendance at Audit Committee.

17. Manage the day-to-day work of internal audit team members at other Local Authorities within Lincolnshire or as part of Assurance Lincolnshire, as part of any Internal Audit partnering arrangements in place. This will include regular on-site and remote support and supervision undertaking the duties outlined above.

18. Undertake individual audit assignments at client sites as agreed with the Audit Manager.

19. Promote awareness of Internal Audit across the Council.
20. To demonstrate commitment and support for safeguarding the welfare of children, young people and adults at risk.

21. To undertake such other duties as may be required within the general scope of the post or at the instigation of the Audit Manager.


This is a description of the job, as it is constitutes at the date below. It is the practice of this Authority periodically to examine the job description and to update it to ensure that it relates to the job as then being performed or to incorporate whatever changes are being proposed. This procedure is jointly conducted in consultation with the post holder who is expected to participate fully in such discussions. It is the Authority’s aim to reach agreement to reasonable changes, but if agreement is not possible, the Council reserves the right to insist on changes to the job description after consultation with the post holder.  

Signed by:
___________________________ 

Date: __________

Name:           ___________________________

Post Holder

Signed by: 
___________________________ 

Date: __________

Line Manager
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PERSON SPECIFICATION
ROLE: Principal Auditor
(Essential criteria - all these requirements must be met/demonstrated by candidates)
	Service Specific Requirements

	1. Supervision & Management of People

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Experience of working in a team and supervising staff

	A/I

	Experience of leading a team
	A/I

	2. Creativity & Innovation

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Wide experience of internal audit, its methodologies, tools and techniques, standards, and practices
Wide experience of planning and managing a group of audit assignments through to delivery, including corporate audits

Self motivated with good initiative and able to allocate skills and resources in the most effective way to meet objectives
Creative, innovative and imaginative, with analytical and problem-solving skills finding solutions to financial and non-financial problems.


	A/I
A/I

I

I/T
	Experience of working in government audit or finance

Experience of using data analytics 

Experience in the use of an Audit system such as Pentana 


	A/I

A/I/T

A/I

	3. Contacts & Relationships

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Excellent interpersonal and negotiating skills, (written, oral and presentational) and responsive to management and customer demands
Able to manage difficult situations and ability to deal with and resolve conflict situations if they arise
	I/T
I


	
	

	4. Decisions: Discretion & Consequences

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Dealing with highly confidential issues maintaining a high level of discretion and confidentiality at all times
	A/I

	
	

	5. Resources

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Experience of being responsible for business equipment
	A/I
	
	

	6. Work Environment: Work Demands, Physical Demands, Working Conditions & Work Context.

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Experience of IT, used in an auditing environment
Adaptable and responsive to changing circumstances and the resilience to work under pressure and meet targets

Flexibility to occasionally work out of normal hours

Flexibility to work and/or visit locations both City Council and partner sites in the County

Ability to transport oneself around the city.


	A/I
I

I

I

A
	
	

	7. Knowledge & Skills

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	GCSE A-C in English and Maths or equivalent.
Fully qualified member of one of the CCAB accountancy bodies or MIIA or MSC Audit, or exceptional MAAT candidate

Internal audit methodologies, tools and techniques, standards (PSIAS) and practices

Key issues affecting internal audit and local government more generally, particularly linked to governance

Knowledge of local authority structures, services, planning and budgetary framework
Excellent numeracy and analytical skills. Able to analyse, interpret and present complex information and challenge where appropriate

Proficient in Microsoft office software e.g. Word Excel
	       A
A
I/T
I/T

I

T

I
	QICA or equivalent computer audit qualification would also be desirable
CCAB / MIIA / QICA

Ability to use Microsoft Teams and experience of remote working 

Knowledge and awareness of safeguarding procedures within the workplace. 


	A
A
A
A

	8.Equalities

	Essential
	Assessed by AIT
	Desirable
	Assessed by AIT

	Ability to work in non-discriminatory manner, in accordance with the Council’s Equality, Diversity and Human Rights Policy
	I
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