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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #  

7880-OAS 
ANALYST’S INITIALS

NSP
DATE

01-22-14 


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Associate Management Auditor/
Staff Services Management Auditor**
	POSITION NUMBER

306-098-4159-990
306-098-5841-990
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Office of Audit Services
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

AMA:

$4619 - $6074
SSMA:

Rg A: $3106-$3704
Rg B: $3204-$4010
Rg C: $3841-$5050

	SEND APPLICATION TO:

Department of General Services
Attn: Yvonne Newton, 
Executive Office, 8th Floor
P.O. Box 989052     
West Sacramento, CA 95798-9052

	REPORTING LOCATION OF POSITION

707 Third Street, 8th Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Rick Gillam, Chief, Office of Audit Services
	FILE BY

01-30-14 


	<br>

<**This position may be downgraded to a Staff Services Management Auditor for recruitment purposes

and the duties will be adjusted accordingly** <br>
<br>

SELECTION CRITERIA <br>
· Transfers may be considered. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission.  That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers”.  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br>

Under the general supervision of a Staff Management Auditor, the incumbent independently performs audit activities that will contribute to the improvement of risk management, control and governance processes using a systematic and disciplined approach. <br>
<br>

ESSENTIAL FUNCTIONS <br>
The following work will be performed in a manner that is consistent with the DGS Audit Manual and appropriate audit standards including the International Standards for the Professional Practice of Internal Auditing issued by The Institute of Internal Auditors. <br>
<br>

In order to perform difficult and complex audits of departmental offices, State agencies, local governments or private contractors, independently or as a lead auditor, is responsible for the following (audits include financial, compliance, operational, information technology, and investigative): <br>
· Develops and records a plan for each engagement by identifying the scope, objectives, timing and resource allocations. <br>
· Identifies, analyzes, evaluates and records sufficient information to achieve the engagement’s objectives. <br>
<br>




	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	<br>

In order to provide consulting services, independently or as a lead person, to the management of an operation or program within the DGS: <br>
· Provides counsel and advice to DGS management and staff. <br>
· Develops and records a plan for each consulting engagement by identifying the scope, objectives, timing and resource allocations. <br>
· Identifies, analyzes, evaluates and records sufficient information to achieve the engagement’s objectives. <br>
<br>

As a lead auditor, performs reviews of working papers prepared by other team members in order to assist audit management in ensuring that engagement objectives are achieved, quality is assured and staff skills are developed.  Incumbent is responsible for verification of the following: <br>
· All potential findings have been identified and adequately supported. <br>
· All significant review areas have been appropriately commented upon. <br>
· The purposes and objectives of the review have been accomplished. <br>
· Conclusions and recommendations are appropriate and have been properly developed. <br>
· Staff members have complied with the working paper standards set forth in the DGS Audit Manual. <br>
· Appropriate recognition has been given to comments on findings and recommendations made by operating officials. <br>
Prepares and submits written draft reports to audit management for review and approval prior to issuance in order to effectively communicate the results of engagements.  Incumbent is responsible for: <br>
· Planning, researching and writing the reports; <br>
· Organizing the report’s contents ensuring that it includes the engagement’s objectives and scope as well as applicable conclusions, findings, and recommendations; and, <br>
· Preparing the reports in an accurate, objective, clear, concise, constructive, complete and timely manner. <br>
<br>
Updates compliance audit programs by reviewing resource materials, including the State Administrative Manual, Purchasing Authority Manual and State Contracting Manual, in order to ensure that only relevant objectives are examined. <br>
<br>

MARGINAL FUNCTIONS <br>
Participates in cross-functional departmental groups to provide input and consultation regarding internal controls in departmental systems, both manual and automated, in order to ensure that adequate and effective systems of internal control are established within the DGS. <br>
<br>

Acquires current technical information on audit standards, procedures and computer technology by attending formal training and conducting independent research, in order to enhance his/her knowledge, skills and other competencies. <br>
<br>

KNOWLEDGE AND ABILITIES <br>
<br>
Knowledge of:  Elementary statistics; organization and management in the public and private sector, current trends, and problems in governmental management; principles of electronic data processing, the uniform accounting system, and the financial organization and procedures of the State of California, policies, rules, and regulations of the Legislature, State Controller, State Treasurer, Department of Finance, and central control agencies as they relate to State agency financial and program management activities. <br>
<br>

Ability to:  Conduct financial and management duties of a variety of State agencies, governmental jurisdictions, and other entities; make investigations of accounting and financial organization procedures and problems; communicate effectively; and analyze data and take effective action. <br>
<br>

DESIRABLE QUALIFICATIONS <br>
· Experience in performing financial, compliance, operational, information technology and investigative audits. <br>
· Ability to apply appropriate audit standards. <br>
· Ability to work both independently and as part of a team. <br>
· Ability to remain professional and calm when confronted by disagreement or dealing with emotionally charged situations.
· Mature judgment; loyalty; poise and tact. <br>
· Proficiency with the following information technology tools:  Microsoft (MS) Word, Excel, Internet Explorer, MS Outlook <br>
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	<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Professional office environment; appropriate attire <br>
· Frequent use of a laptop and/or personal computer and related application software and peripherals at a workstation. <br>
· Ability to effectively handle stress and deadlines. <br>
· Frequently transporting computer laptops and display cases full of working papers (10 lbs.). <br>
· Requires effective communication. <br>
· Requires reading various records and resource materials as necessary in conducting audits.  <br>
· Periodic travel for audit projects throughout California. <br>
<br>




