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Template 3: Job description and job specifications of the roles provided in Illustration 4   
 
Office of County Government Internal Audit Unit Services 

Sample Job Descriptions - Internal Audit Units  

The following sample job descriptions sample describes the tasks assigned to auditors in 

accordance with the outlined reporting lines. 

 

PRINCIPAL INTERNAL AUDITOR  

 

Job Title: Principal Internal Auditor (Department) 

Unit: Internal Audit Unit 

Location: Headquarters 

Report to: Audit Committee functionally and Chief Officer administratively  

Staff Directly Supervised:  All staff in the unit. 

Job Summary:  Provide day to day leadership and direction of the Departmental 

internal audit unit. 

DUTIES AND RESPONSIBILITIES  

Management  

 To administer the Department internal audit unit. 

 Establish the Department internal audit unit  mission and the internal audit strategic plan; 

 Setting departmental targets and reviewing performance against entity goals and targets; 

 Implement (and where appropriate customize) internal audit charter, procedure manual 

and guidelines issued by the Department of Finance; 

 Establish and oversee a quality assurance program, the principal component of which will 

be a peer review program; 

 Implement the organization’s performance appraisal and development program that 

ensures that staff have adequate skills to assist in the performance of audit and 

consulting assignments; 

 Implement Quality Assurance Improvement Program; 
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 Agree performance targets with the Chief Officer and report on achievement on a 

quarterly basis; 

 Serve as primary Internal Audit liaison with the external auditors; 

 Provide secretarial services to the audit committee on request; and 

 Maintain an awareness of and assess the impact on the IAD of developments in the 

public accounting, and internal audit professions. 

 

Coordination 

 Guide internal audit staff as necessary on the execution of the annual audit plan;  

 Maintain quality of work by preparing engagement plans, audit programs, working papers 

and obtaining adequate audit evidence to support work done and findings. 

 Monitor the progress of all audit, consultancy assignments and other investigations and 

issue timely internal audit reports to management and the Audit Committee; 

 Ensuring compliance with Audit Standards, Practices and Ethical Guidelines stipulated in 

the Professional Practices Framework of the Institute of Internal Auditors. 

 Communicate with the IA staff regularly on all issues of interest to IA; 

 Assess IA staffing and funding sufficiency;  

 Conducts at least monthly meetings with IA department staff to monitor progress against 

the annual audit plan, note any issues faced by the auditors during performance of their 

assignments, resolve any conflicts, and other administrative tasks; 

 Establish an active channel of communications with the Chairman of the Audit committee;  

 Approve audit assignment plans and ensure adequacy of programmes and audit 

techniques to be applied; 

 Establish time reporting and other periodic reporting mechanisms for monitoring the 

accomplishment of the annual plan and for accountability and performance 

measurement;  

 Communicate with internal audit staff on significant findings from audits and 

investigations and ensure consideration of such issues on a system-wide basis; and 

 Coordinating with the external auditors and verify implementation of internal control 

recommendations raised by the external auditor. 

 

Execution of the internal audit plan/assurance services  
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Execution of the audit plan will include: 

 Examining and evaluating the adequacy and effectiveness of the internal control system: 

  Evaluating and reviewing the accuracy and reliability of the accounting records 

and financial operating reports; 

 Evaluating the system established to ensure compliance with policy, contractual, 

regulatory and legislative requirements; 

 Reviewing the application and effectiveness of the risk management processes and 

adequacy of risk responses taken to manage risks impacting the ministry; 

 Reviewing the existing and new information systems to assess the quality of 

controls and the relevance and reliability of the systems output. 

 Conduct quality review of financial statement by carrying out audits that evaluate the 

controls over revenues, expenditures, assets and liabilities designed to optimise the 

economical and efficient use of resources and effectiveness of operations; 

 Provide a formal record of points arising from the internal audit assignment and, where 

appropriate, of agreements reached with management. 

 

Consultancy /advisory services  

 Evaluating the effectiveness, efficiency and economy of the institutions’ operations; 

 Providing investigative services and any other advisory services required in line with the 

guidelines set out in the audit charter. 

 

Reporting and follow up 

 Reports through County Government Head of Internal Audit administratively to the 

Departmental Chief Officer and functionally to the Audit Committee; 

 Fulfill reporting requirements to Audit Committee and gain Committee approval of: 

 The Internal Audit Mission Statement; 

 The Internal  Audit Strategic Plan; and 

 The Annual Audit Plan.  

 Summarise IA activities in a consolidated report highlighting any significant (high and 

medium) weaknesses to be submitted to the Audit Committee with copies to the 

concerned Chief Officer and the CGHIAS and represent internal audit in Committee 

meetings; 
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 Report any instances where responses to audit reports have not been received by the 

internal audit unit from auditees within two weeks of the issue of draft and final audit 

reports to the auditees and any instances where audit recommendations agreed by the 

auditees have not been acted upon within the timescales noted on the audit report; 

 Together with the secretary of the audit committee facilitate audit committee training and 

orientation of new members; and 

 Provide secretarial services to the audit committee on request, where appropriate. 

 

Capacity building  

 Elaborate and implement internal audit capacity building plan; 

 Supervising, coaching, counseling/mentoring , appraising, and providing appropriate on-

the-job training to internal audit staff; and 

 

Perform other duties as may be assigned by the audit committee or Chief Officer. 

 

Relationships 

Internal Relationships: The incumbent should maintain effective working relations and be in 

continuous contact with the following: 

 Finance & Administration 

 I.T Manager 

 

External Relationships: 

 Audit committee; and 

 External auditors 

 

Job Specification 

 Educational Level – Bachelors degree in Accounting/ Business studies; 

 Professional – ACCA or CPA or CIA or CISA or equivalent; and 

 Experience – 5 years audit experience, including three in auditing 

 

Other attributes 

The incumbent must also have the following demonstrated knowledge, skills, and abilities: 
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 Extensive knowledge of and skill in applying internal auditing and accounting principles 

and practices, and management principles and preferred business practices. 

 Considerable knowledge of the Standards for the Professional Practice of Internal 

Auditing and the Code of Ethics developed by The Institute of Internal Auditors. 

 Knowledge of management information systems terminology, concepts, and practices. 

 Considerable knowledge of industry program policies, procedures, regulations, and 

laws. 

 Skill in conducting quality control reviews of audit work products. 

 Skill in collecting and analyzing complex data, evaluating information and systems, and 

drawing logical conclusions. 

 Extensive skill in planning and project management, and in maintaining composure 

under pressure while meeting multiple deadlines. 

 Considerable skill in negotiating issues and resolving problems. 

 Skill in using a computer with word processing, spreadsheet, and other business 

software to prepare reports, memos, summaries, and analyses. 

 Considerable skill in effective verbal and written communications, including active 

listening skills and skill in presenting findings and recommendations. 

 Ability to establish and maintain harmonious working relationships with co-workers, 

staff and external contacts, and to work effectively in a professional team environment. 

 

Limit of authority: 

 Over Assets: Authority over all assets in the internal audit department. 

 Over People: Authority over all staff in the internal audit department. 

 Data and Information: Authority over all data and information that would be relevant for 

internal audit purposes. 
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SENIOR INTERNAL AUDITOR (DEPARTMENT) 

 

Job Title:   Senior Internal Auditor (Department), Internal Auditor (Department) 

Unit: Internal Audit Unit  

Location:   Headquarter 

Report to:   Principal Internal Auditor (Department),  

Staff Directly Supervised: Internal Auditor I 

Job Summary  

Ongoing and periodic assessment of the quality of internal controls and determining if they are 

operating as intended. 

 

Duties Performed: 

Execution of the internal audit plan/assurance services  

 Examining and evaluating the adequacy and effectiveness of the internal control system: 

 Measuring the degree to which various functions of the entity adhere to regulations, 

policies and procedures and reporting on this;  

 Appraisal of the entity’s internal controls and making recommendations for 

improvement; 

 Monitoring the accuracy of processing, security and management control over the 

management information system throughout the  entity; 

 Determining the efficiency and effectiveness of operations, the status of controls, and 

compliance with entity policies as a basis to inform top management; and 

 Reviewing the existing and new information systems to assess the quality of controls 

and the relevance and reliability of the systems output. 

 Review of program activities and making recommendations for improvement; 

 Ensuring compliance with the requisite Audit Standards, Practices and Ethical Guidelines 

stipulated in the Professional Practices Framework of the Institute of Internal Auditors; 

 Conduct quality review of financial statement by carrying out audits that evaluate the 

controls over revenues, expenditures, assets and liabilities designed to optimize the 

economical and efficient use of resources and effectiveness of operations. 
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 Any other relevant duties that maybe allocated by head of internal audit  from time to 

time 

 
Consultancy /advisory services  

 Evaluating the effectiveness, efficiency and economy of the institutions’ operations; 

 Providing investigative services and any other advisory services required. 

 

Reporting and follow up 

 Implement the annual internal audit plan approved by the Principal Internal Auditor 

(Department), the Chief Officer and Audit Committee. 

 Reporting periodically, as requested by the Principal Internal Auditor (Department), 

conformance with the plan and reasons for material deviations from the plan.  

 Submit for review by the Principal Internal Auditor (Department) in draft form, audit and 

investigation reports on sensitive matters and those that are expected to be distributed 

outside of the normal channels;  

 Fulfill reporting requirements as established by the Principal Internal Auditor 

(Department). 

Other duties as may be assigned by the unit Principal Internal Auditor (Department). 

 

Relationships 

 Internal Relationships - All staff in the entity; and 

 External relationships – stakeholders 

 

Job Specification 

 Educational Level – Bachelors degree in Accounting/Business studies; 

 Professional - ACCA Part ___ or equivalent; and 

 Experience – 1 year audit experience. 

 

Other attributes 

The incumbent must also have the following demonstrated knowledge, skills, and abilities: 

 Considerable knowledge of and skill in applying internal auditing and accounting 

principles and practices, and management principles and preferred business practices. 
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 Knowledge of the Standards for the Professional Practice of Internal Auditing and the 

Code of Ethics developed by The Institute of Internal Auditors. 

 Knowledge of management information systems terminology, concepts, and practices. 

 Knowledge of industry program policies, procedures, regulations, and laws. 

 Skill in conducting quality control reviews of audit work products. 

 Skill in collecting and analyzing complex data, evaluating information and systems, and 

drawing logical conclusions. 

 Considerable skill in planning and project management, and in maintaining composure 

under pressure while meeting multiple deadlines. 

 Skill in negotiating issues and resolving problems. 

 Considerable skill in using a computer with word processing, spreadsheet, and other 

business software to prepare reports, memos, summaries, and analyses. 

 Considerable skill in effective verbal and written communications, including active 

listening skills and skill in presenting findings and recommendations. 

 Ability to establish and maintain harmonious working relationships with co-workers, staff 

and external contacts, and to work effectively in a professional team environment. 

 

Limit of Authority: 

 Over Assets: Authority over all assets in the audit department; 

 Over People: Authority over all staff in the audit department; and 

 Data and Information: Authority over all data and information that would be relevant for 

audit purposes.  

 


