Kent County Council
Job Description: Trainee Auditor

Directorate: Strategic and Corporate Services
Unit/Section: Finance/Internal Audit
Grade: KR7

Responsible to: Audit Manager

Purpose of the Job:

Support and deliver audits in relation to the adequacy and effectiveness of
internal controls. Audits assigned for delivery will be of less complex areas or
with support/guidance from more experienced team members.

Auditors may be required to provide support and advice to managers on the
most efficient ways of addressing the issues identified.

Support and develop close working relationships with Council’s key
stakeholders, in particular colleagues and operational managers.

Main duties and responsibilities:

Support and deliver internal audits of less complex areas in accordance with
the approved Internal Audit Plan or on direction of the Audit Manager or the

Head of Internal Audit. This will involve close liaison with relevant KCC staff
and line managers.

For assigned audits, undertake audit planning, including development of draft
Engagement Plan and work programmes.

Undertake fieldwork in accordance with budget, agreed timescales and quality
assurance standards.

Analyse data, including highly sensitive and/or confidential, as part of the
evaluation of audit evidence to be able to provide an audit assurance on the
subject matter.

With more experienced Auditors, attend audit clearance meetings with Heads
of Service and/or Directors for audits.



Produce first draft audit reports for review by more experienced Auditors.

Address queries and support KCC staff and managers to enable them to
manage risks effectively.

Support projects in the development of standards, performance and operation
of the internal audit section to achieve continuing improvements to the internal
audit service.

Footnote:  This job description is provided to assist the job holder to know
what his/her main duties are. It may be amended from time to time without
change to the level of responsibility appropriate to the grade of post.



Kent County Council
Trainee Auditor

Person Specification:

The following outlines the criteria for this post. Applicants who have a disability and
who meet the criteria will be shortlisted.

Applicants should describe in their application how they meet these criteria.

CRITERIA

Qualifications

Level 3 Diploma (or equivalent)

Experience

Experience of working effectively with colleagues.

Experience of meeting multiple deadlines and
managing own work.

Experience of interpreting, understanding and
complying with guidance.

Experience of undertaking audits under the direction
of senior team members, or other comparable work
experience.

Experience of using Microsoft Office.

Skills and Abilities

Able to perform tasks professionally and with
innovation and being adaptable in approach.

Flexible approach to work with excellent prioritisation
skills and the ability to meet fixed, non-negotiable
deadlines and still maintain high quality standards.

Interpersonal and communication skills, both orally
and in writing.

The necessary tact and sensitivity to negotiate/work
with KCC Officers, and the ability to persuade others
to take an appropriate course of action.

Ability to analyse data and draw reasonable
conclusions.




Ability to deal effectively with confrontation or
disagreement.

Ability to maintain confidentiality.

Commitment to equalities and the promotion of
diversity in all aspects of working.

Knowledge

Numerical and literacy skills and a knowledge of, or
ability to assimilate, the Council’s various key
systems.

Knowledge of how local government and the wider
public sector operate.

Awareness of data protection and confidentiality
issues.

Knowledge of the internal audit processes and related
professional standards.

Behaviours and Kent
Values

Kent Values:

We are brave. We do the right thing, we accept
and offer challenge

We are curious to innovate and improve

We are compassionate, understanding and
respectful to all

We are strong together by sharing knowledge
We are all responsible for the difference we
make

Understanding and adherence to the Finance Behaviours:

Make it happen.

Water for growth

Break the barriers.
Commercial perspective
Be kind




