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Classification Specification
	

	
	2120100

	
	INTERNAL AUDIT ASSISTANT



Class Summary

The responsibilities of this classification include assisting in providing an independent assessment for management to determine whether its programs and objectives are being accomplished in compliance with federal, state and local requirements and to ensure fiscal accountability, efficiency and effectiveness. This is an entry-level, professional classification and work is performed under the direction of assigned supervisory staff.
Distinguishing Characteristics

This is the first level within a three-level Internal Audit classification series. This classification is distinguished from the Internal Auditor in that incumbents in the Internal Audit Assistant classification assist other Internal Audit staff and conduct only single-audit reviews, while the Internal Auditor conducts multiple audits at one time.

Examples of Duties (May vary by position)

1. Assist in developing a segment of a detailed project work plan, including performing audit surveys, planning audit fieldwork, analyzing data, performing examinations and developing and presenting reports.

2. Assist in performing various types of audits in accordance with King County policies, procedures and internal audit standards; report findings and recommendations to management.

3. Assist in performing follow-up audit reviews.

4. Assist with financial reviews to safeguard assets and provide accountability, design and recommend internal-control systems, monitor internal-control compliance to determine adherence to current policies and procedures and make recommendations for improvements.

5. Communicate with audit team throughout the audit process for decision-making and problem-solving; communicate findings and recommendations to management.

6. Stay current with changes in accounting and auditing standards and practices.

7. Keep abreast of developments and revisions in federal, state and local regulations.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of Generally Accepted Accounting Principles (GAAP), Generally Accepted Governmental Accounting Principles and Generally Accepted Auditing Standards (GAAS)
Knowledge of statistical sampling methodologies
Knowledge of qualitative and quantitative analysis
Knowledge of financial, cost and management accounting theory and practice
Knowledge of management and organization theory
Knowledge of contracting principles
Skill in oral and written communications
Skill in customer service
Skill in analysis and problem solving 
Skill in the use of personal computers and word processing and data management software
Skill in the interpretation and application of federal, state and local requirements
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	Internal Audit Assistant, Auditor and Audit Supervisor
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