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Job Description 

Internal Auditor

Job Title:	Internal Auditor
Location: 	Uxbridge/Hayes, with travel to other campuses in Greater London when required
Grade:		Scale PO3
Hours:		36 hours per week, 52 weeks per year
Organisation:  HRUC (Harrow, Richmond and Uxbridge Colleges)
Department:   Office of the Chief of Governance and Strategic Operations

Main Scope of Post:
We are looking for an objective Internal Auditor to add value and improve our operations by bringing a systematic and disciplined approach to the effectiveness of risk management, control, and governance processes. The successful candidate will possess a thorough knowledge of accounting procedures and a sound judgement.

Key Duties and Responsibilities:
1. Perform and control the full audit cycle including risk management and control management over operations’ effectiveness, financial reliability and compliance with all applicable directives and regulations

2. Determine internal audit scope and develop annual plans

3. Obtain, analyse and evaluate accounting documentation, previous reports, data, flowcharts etc

4. Prepare and present reports that reflect audit’s results and document process

5. Act as an objective source of independent advice to ensure validity, legality and goal achievement

6. Identify loopholes and recommend risk aversion measures and cost savings

7. Maintain open communication with management and audit committee

8. Document process and prepare audit findings memorandum

9. Conduct follow up audits to monitor management’s interventions

10. Engage in continuous knowledge development regarding sector’s rules, regulations, best practices, tools, techniques and performance standards




General: 

1 To take an active part in the appraisal and mentoring processes and to engage in relevant Staff Training and Development as identified.

2 To comply with all relevant Health & Safety and Safeguarding Regulations and assist the College in the implementation of its own Health & Safety and Safeguarding Policies.

3 To comply with and actively promote the College’s Equality and Diversity Policy.

4 To participate in and contribute to the College’s in-service and training activities.

5 To carry out all other duties as may be reasonably required.


Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.


	Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.





Person Specification
Internal Auditor 
	
	Essential
	Desirable
	How 
assessed?*

	Qualifications
	
	
	

	· Relevant qualification (CIPFA or IIA) or equivalent experience
	
	
	AF/Cert

	· Higher level qualification (degree or equivalent)
	
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Previous internal audit experience
	
	
	AF/IV

	· Sound knowledge of audit principles
	
	
	AF/IV

	· Good knowledge of risk-based auditing and how to apply this in practice
	
	
	AF/IV

	· Ability to deliver internal audits from start (scoping) to finish 
(issuing of final reports)
	
	
	AF/IV

	· Knowledge of IIA and CIPFA’s standards and the Audit Manual
	
	
	AF/IV

	· Ability to contribute to the development of practical and innovative solutions to a range of financial, governance and risk areas
	
	
	AF/IV

	· Experience of undertaking complex audit assignments, including compliance reviews
	
	
	AF/IV

	· Up-to-date knowledge of internal audit standards and good practice to include the public sector internal audit standard
	
	
	AF/IV

	· Ability to plan individual audit assignments and manage workload
	
	
	AF/IV

	· Good knowledge of the issues, challenges and risks facing Colleges
	
	
	AF/IV

	· Ability to provide technical and professional advice on audit issues
	
	
	AF/IV

	· Excellent organisational and time management skills, with the ability to prioritise and adapt as business need or the wider context changes
	
	
	AF/IV

	· Good IT skills including Microsoft software, particularly Word
	
	
	AF/IV

	· Good communication and interpersonal skills, with the ability to engage and influence stakeholders at all levels
	
	
	AF/IV

	· Ability to work effectively as part of a team
	
	
	AF/IV

	· Awareness of the principles of Equality and Diversity and Safeguarding and the ability to apply them effectively
	
	
	AF/IV

	Personal Attributes
	
	
	

	· Commitment to helping promoting a culture of inclusivity
	
	
	AF/IV

	· Positive, ‘can-do’ attitude 
	
	
	AF/IV

	· Ability to remain calm and effective under pressure
	
	
	AF/IV

	· Ability to work on own initiative
	
	
	AF/IV

	· Excellent attention to detail
	
	
	AF/IV

	· Ability to analyse information and data effectively
	
	
	AF/IV

	· Solution-focused approach to problem solving
	
	
	AF/IV

	· Ability and willingness to work across all HRUC sites as required (Uxbridge, Harrow and Richmond)
	
	
	AF/IV

	· Ability and willingness to work flexibly when required
	
	
	AF/IV





Key – 
Cert – Certificates checked at interview/onboarding
AF – Application form
IV - Interview
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