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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS:    STAFF MANAGEMENT AUDITOR


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

	Task #
	Task



	
	SUPERVISION


	1. 
	Assign and delegate work activities relating to conducting audits, investigations or reviews to a staff of auditors in consideration of audit workload and organizational priorities.

	2. 
	Monitor work of staff auditors to ensure that it meets quality, quantity, and timeliness standards.

	3. 
	Set up controls to ensure timely completion of work assignments and projects with staff auditors.

	4. 
	Manage employee work schedules in consideration of leave requests and alternate work schedules to ensure adequate coverage.

	5. 
	Establish consistent performance standards and expectations of staff throughout the work unit.

	6. 
	Implement consistent performance standards and expectations of staff throughout the work unit.

	7. 
	Document staff performance for coaching, counseling, and disciplinary activities.

	8. 
	Complete staff performance evaluations and probationary reports (indicating accomplishments, performance goals, and areas of improvement).

	9. 
	Provide coaching to staff relating to the tasks of the job to improve performance and productivity.

	10. 
	Address performance problems by planning and implementing measures to improve staff performance.

	11. 
	Determine appropriate action to address inappropriate behavior and/or unacceptable performance utilizing progressive discipline.

	12. 
	Recommend appropriate action to address inappropriate behavior and/or unacceptable performance utilizing progressive discipline.

	13. 
	Apply appropriate action to resolve inappropriate behavior and/or unacceptable performance issues utilizing progressive discipline.

	
	TRAINING 

	14. 
	Assess training needs of staff to determine the level and type of training needed for staff development.

	15. 
	Provide on-the-job training to staff to ensure knowledge and skills needed to effectively complete work assignments. 

	16. 
	Identify and recommend formal training classes and seminars available for staff development to meet training needs of staff.

	17. 
	Ensure staff has completed mandated training (including Sexual Harassment Prevention, Cultural Diversity, Defensive Driver Training and New Employee Orientation) to be in compliance with State and departmental requirements.

	18. 
	Promote the department’s equal employment opportunity policies and practices to be in compliance with State and departmental requirements.

	19. 
	Implement provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	20. 
	Interpret provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	21. 
	In the absence of the Fiscal Manager or Audit Manager, act as the manager for work unit activities.

	
	AUDIT/INVESTIGATION ACTIVITIES

	22. 
	Formulate audit objectives and determine the scope of work to be performed in conducting a variety of audit activities (including audits, reviews, and/or investigations) to ensure adherence to recognized audit practices.  

	23. 
	Verify staff compliance with established audit policies, guidelines and/or procedures used to conduct audit activities (including audits, reviews and/or investigations) to ensure adherence to recognized audit practices.  

	24. 
	Review and edit staff reports containing the results of audit activities (including audits, reviews and/or investigations) to ensure accuracy, completeness, and adherence to established audit reporting standards/requirements.

	25. 
	Advise and assist the audit staff in the analysis of systems to identify and resolve any problems and/or weaknesses and/or determine areas for improvement.

	26. 
	Verify the legality and propriety of expenditures and reporting of state funds as determined by audit activities (including audits, reviews, and/or investigations).

	27. 
	Prepare reports summarizing the findings and conclusions of audit activities (including audits, reviews, investigations, and/or program/policy analysis). 

	28. 
	Develop recommendations to management to address identified issues and/or findings of audit activities (including audits, reviews and/or investigations) to ensure appropriate follow-up action.

	29. 
	Conduct highly complex or sensitive audit activities (including audits, reviews and/or investigations) to meet the requested objectives.

	30. 
	Prepare correspondence and other written materials (such as letters, memos, special reports, findings) related to audit activities (including audits, reviews and/or investigations) to the appropriate parties including the State Allocation Board, Legislature, Executive Office, Senior Management, Fiscal Crisis Management Team and/or the management of the entity audited in response to requests for information.

	31. 
	Oversee and control external audit of departmental activities to provide appropriate coordination between the department and third party auditor.

	
	WORK UNIT/BRANCH OPERATIONS

	32. 
	Assist in the development of audit policies, guidelines and procedures used for audit activities (including audits, reviews and/or investigations) in adherence to recognized audit practices and/or to ensure compliance with applicable laws, regulations, rules, and policies.

	33. 
	Develop audit policies, guidelines and procedures to provide for the effective operation of the work unit or division in adherence to recognized audit practices and/or to ensure compliance with applicable laws, regulations, rules, and policies.

	34. 
	Review and formulate recommendations to update audit policies, guidelines and procedures used for audit activities (including audits, reviews and/or investigations) to ensure adherence to recognized audit practices and/or to ensure compliance with applicable laws, regulations, rules, and policies.

	35. 
	Plan for the efficient use of staff and resources to complete assigned projects.

	36. 
	Analyze and evaluate the level of service provided to internal and external customers/clients by staff to ensure quality customer service.

	37. 
	Involve subordinate staff in planning work activities to accomplish project or program goals and objectives to ensure the effective completion of projects and to promote team building.

	38. 
	Involve subordinate staff in identifying resources needed to accomplish project or program goals and objectives to ensure the effective completion of projects and to promote team building.

	39. 
	Shift priorities, staff and resources to maximize the productivity and/or effectiveness of the work unit. (move under #41)

	40. 
	Resolve conflicting priority requests for services and/or products by providing oversight and planning of work unit activities and/or working with customers to achieve feasible plans of action and commitments for service.

	41. 
	Resolve disagreements and conflicts between staff members in order to achieve a cohesive and productive team or unit (move to supervision section).

	
	BUDGET

	42. 
	Assist in the development of the annual budget for the work unit or division.

	43. 
	Approve budget expenditures, including invoice approvals, in accordance with established work unit, program, and/or project budgets.

	
	PROGRAM MANAGEMENT

	44. 
	Assist in the preparation of strategic plans to meet current and anticipated organizational business needs.

	45. 
	Implement and/or oversee the implementation of new and/or revised audit policies, procedures and/or programs ensuring appropriate staff training and preparation, customer/client interaction, and overall planning to minimize disruption to staff performance and work unit activities.

	46. 
	Adapt work plans and schedules to meet changing priorities of work objectives, personnel, resources, and/or workload/program demands.

	47. 
	Determine and establish priorities and service levels for staff in order to meet both long-term objectives and the short-term demands of the work unit.

	48. 
	Oversee the application of established priorities and service levels for the work unit or division to meet both long-term objectives and the short-term demands of the work unit.

	49. 
	Oversee audit project activities and operations to ensure that end products, services, and/or deliverables are completed on schedule and within available resources.

	50. 
	Perform long-term and/or short-term planning of program activities to ensure the goals and objectives of the work unit or division are achieved.

	51. 
	Identify opportunities for collaboration and cooperation with internal and external stakeholders.

	52. 
	Attend meetings to represent the work unit.

	53. 
	Prepare statistical reports and summaries for management and others on work issues related to external or internal programs and services.

	54. 
	Read and comprehend reports, memos, manuals, and other job-related materials and documents to determine effect on work unit operations and staff.

	55. 
	Review and analyze manuals, policies, legislative and/or regulatory requirements applicable to work unit operations to determine impact on work unit/program operations and staff.

	56. 
	Review and analyze proposed legislation to determine impact on applicable programs, policies, and/or procedures.

	57. 
	Advise management on the impact or potential impact of proposed legislation on applicable programs, policies, and/or procedures.

	58. 
	Implement provisions of chaptered legislation to ensure compliance with applicable laws, regulations, rules, and policies.

	
	PROBLEM SOLVING

	59. 
	Identify problems and issues relating to work unit or division programs, procedures, business processes, and/or policies to minimize or mitigate risks.

	60. 
	Analyze and evaluate problems and issues relating to work unit programs, procedures, business processes, and/or policies to determine degree of impact to the delivery of completed work products and/or services.

	61. 
	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.

	62. 
	Assist staff in developing solutions to problems and issues relating to work unit programs, procedures, business processes, and/or policies.

	
	COMMUNICATION

	63. 
	Effectively communicate organizational goals and priorities to staff to ensure understanding of vision and mission.

	64. 
	Develop a system of communication to keep staff informed of important departmental, division, or work unit issues.

	65. 
	Monitor and report on activities, projects, and issues of interest to management.

	66. 
	Apprise management of status and progress to ensure timely completion of work unit operations, including the delivery of products and services and issues or problems with potential impact on departmental and work unit goals and objectives.  

	67. 
	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 or issues affecting work unit operations or objectives.

	68. 
	Respond to inquiries, complaints or concerns from the media, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and the public regarding audit activities, reviews or investigations.

	69. 
	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).

	70. 
	Participate in meetings with a variety of participants including 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.

	71. 
	Interpret and explain departmental policies, procedures, rules, and/or practices 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.

	72. 
	Interpret and explain laws and/or regulations affecting departmental and/or work unit operations to internal staff, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and the public.

	73. 
	Prepare materials for presentations utilizing appropriate audio and/or visual aids for delivery to employees and management on work related issues.

	74. 
	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.

	75. 
	Confer with and advise public and private officials concerning the interpretation and application of laws, regulations, policies and/or rules with regard to audit activities (including reviews, investigations, and/or the allocation of state funds for public works projects).

	76. 
	Assist and/or consult with internal staff, management, other state departments, school district representatives, architectural associations, school consortiums, consultant groups, and/or the public in the development of proposed legislation and regulations related to applicable programs.

	
	PROJECT MANAGEMENT

	77. 
	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.

	78. 
	Approve 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.

	79. 
	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.

	80. 
	Develop and/or oversee the development of high-level project proposals and plans to obtain projection initiation approvals from management and executive management.

	81. 
	Review and evaluate proposals and contracts (such as RFPs, feasibility study reports, and economic analyses) submitted by vendors and consultants to determine appropriateness given project specifications and/or to select among competing proposals.
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