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FINAL ‘EDITED’ TASK LISTING            

                                                      CLASS:  ASSOCIATE MANAGEMENT AUDITOR

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Perform difficult and complex management audits of departmental offices, state agencies, local government or private contractors in order to determine that resources are being used appropriately and/or management is meeting the program goals and objectives efficiently and effectively in compliance with State and local laws, rules, regulations, guidelines, etc.

	2. 
	Prepare audit reports for customers identifying the scope, methodology, conclusions/results, potential trouble spots and/or recommendations, and suggesting changes and/or improvements using a personal computer and software applications (spreadsheets, word processing, data base applications, etc.) 

	3. 
	Review internal reports and/or documentation (i.e., working papers, etc.) using various reference materials (i.e., audit guides, manuals, and/or audit standards) as part of the internal quality control process.

	4. 
	Act as audit team leader in the performance of complex management auditing projects and/or programs as directed by management.

	5. 
	Originate and/or update audit programs to ensure consistency with the current audit practices and compliance with current applicable laws, regulations, rules, and policies.

	6. 
	Attend training to maintain and/or enhance audit competencies, personal development, career advancement as required by state rules, regulations, departmental and/or audit standards. 

	7. 
	Testify at hearings and/or trials on behalf of the office to provide expert program testimony.

	8. 
	Assist in the development of regulations, policies, guidelines and/or procedures used for various activities (i.e., including audits, reviews and/or investigations) in adherence to recognized changes in law or practice.

	9. 
	Assist in planning work activities to accomplish project or program goals and objectives to ensure the effective completion of projects and to promote team building.

	10. 
	Resolve conflicting priority requests for services and/or products with customers to achieve feasible plans of action and commitments for service.

	11. 
	Adapt work plans and schedules to meet changing priorities of work objectives, personnel, resources, and/or workload/program demands.

	12. 
	Organize audit project activities and operations to ensure that end products, services, and/or deliverables are completed on schedule and within available resources.

	13. 
	Identify opportunities for collaboration and cooperation with internal and external customers.

	14. 
	Attend and/or participate in meetings with internal staff, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups and/or the public regarding audit activities, reviews or investigations to represent the work unit, office, and/or department for audit and/or other activities. 

	15. 
	Prepare reports and summaries for management and others on work issues related to external or internal programs and services.

	16. 
	Read and comprehend reports, memos, manuals, and other job-related materials and documents to determine effect on work unit operations.

	17. 
	Review and analyze manuals, policies, legislative and/or regulatory requirements applicable to work unit operations to determine impact on work unit/program operations.

	18. 
	Review and analyze proposed and/or established legislation to determine impact on applicable programs, policies, and/or procedures.

	19. 
	Identify problems and issues relating to work unit or division programs, procedures, business processes, and/or policies to minimize or mitigate risks.

	20. 
	Develop solutions for problems and issues relating to work unit programs, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed work products and/or services.

	21. 
	Assist staff in developing solutions to problems and issues relating to work unit programs, procedures, business processes, and/or policies.

	22. 
	Effectively communicate organizational goals and priorities to and/or with staff to ensure understanding of vision and mission.

	23. 
	Monitor and report on general activities, projects, and issues of interest to keep management informed.

	24. 
	Apprise management of status and progress to ensure timeliness of work unit operations, including the delivery of products and services and issues or problems with potential impact on the completion of work assignments or the meeting of departmental and work unit goals and objectives.  

	25. 
	Serve as liaison to management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and/or the public to resolve or address problems, inquiries and/or issues affecting work unit operations or objectives.

	26. 
	Respond to inquiries, complaints or concerns from management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and the public regarding audit activities, reviews or investigations.

	27. 
	Present and/or provide the results of audits, reviews and/or investigations to the appropriate parties (including Executive Office, State Allocation Board, Senior Management, Fiscal Crisis Management Team, and the management or representative of the entity audited).

	28. 
	Interpret, confer, advise and/or explain to public and private officials the interpretation and application of laws, rules, regulations, policies and/or practices with regard to audit activities (including reviews, investigations, and/or the allocation of state funds for public works projects) to internal staff, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and/or the public regarding audit activities, reviews or investigations.

	29. 
	Prepare materials for presentations utilizing appropriate audio and/or visual aids for delivery to employees and/or management on work related issues.

	30. 
	Make formal presentations of a variety of audit-related topics to diverse audiences including internal staff, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and the public to assist such clients or customers in audit compliance.

	31. 
	Develop a variety of project planning documents such as schedules, charts, and diagrams, to define the scope of, track, and ensure completion of a variety of audit-related projects.

	32. 
	Develop a variety of project schedules, including planned and committed milestones and deliverables, to ensure the completion of such projects in accordance with organizational goals and objectives.

	33. 
	Track and oversee a variety of project activities, such as planning, development, procurement, installation, and implementation activities, to ensure the completion of such projects in accordance with organization goals and objectives.

	34. 
	Review and evaluate proposals and contracts (such as RFPs, feasibility study reports, and economic analyses) submitted by vendors and/or consultants to determine the appropriateness of the scope, project specifications, deliverables  to select among competing proposals.
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