ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. Job identification:

1.1
Position Title:



Sr. Audit Officer 

1.2
Position Level:



P3

1.3
Major Group:



Finance & Audit Services

1.4
      Sub-Group:



Audit Services
1.5       Job Code No.:



06.350.03
1.6       Job Location (Complete as appropriate):

Ministry: Royal Audit Authority; Department: Royal Audit Authority; Division: ___________; Section: _________; Unit: ____________.

1.7
Title of first level supervisor: Deputy Chief Auditor 


2
 Purpose, Duties and Responsibilities: (Describe the main duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:
The purpose of this job is to see that the agencies under the audit have achieved goals and objectives in terms of social, economic, physical and financial goals. The job therefore is not restricted to auditing just the use of money but reporting that the government funds are used economically and efficiently and have achieved the desired goals and objectives of the audited entity.
	Duties and Responsibilities
	% of Time

	· Design and develop detailed audit programmes

· Carries out audit procedures/tests on complex transactions and other procedures to ascertain and evaluate value for money;

· Verifies implementation of earlier audit recommendations with reference to the records of audited agencies;

· Acts as team leader of small size office audit clients;

· Assist the team leader in developing constructive recommendations based on the conclusions and audit opinions;

· Forms judgment or conclusions on whether audit objectives have been met or additional evidence is required

· Allocate work amongst team members

· Documents the working papers;

· Assists in developing audit reports incorporating the management responses; 

· Any other tasks as assigned by the superior.
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3.
Knowledge & skills requirement: (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
3.1
Qualification: B. Com/B.A (Economics). 
3.2   
Training: Advanced Training in Auditing and Financial Management, Accounting Technician, Diploma in Accounts and Audit related fields.

3.3    Length and type of practical experiences required: Minimum experience of 4 years as Audit Officer/Accounts Officer/Internal Auditor/Budget Officer or equivalent experience.

3.4     Knowledge of language(s) and other specialized requirements:  Proficient in Dzongkha and English. Knowledge of other local dialects is an added advantage. Should possess extensive knowledge and experience in the field of auditing. Good communication skills and leadership qualities are necessary.

4.
Scope & effect of work: (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

The job involves treating a variety of conventional problems and affects the programmes of the audited entity through the audit observations. The work may also affect the economic well being of the responsible persons where significant irregularities are noticed.  

5.
Complexity of work: (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The nature of the work is to conduct value for money audit. Duties involve tasks that require analytical skills, ability to evaluate projects in a fair manner and take decisions in an environment that is confusing. The job involves reviewing project performance in terms of financial disciplines and physical progress. The work therefore involves analyzing and critically commenting on the complex documents like feasibility reports, project documents, tender documents, and project termination reports. Financial analysis such as analytical reviews, Net Present Values has to be carried out. To that extent, the job requires to have a good understanding of the subject and applying new techniques and criteria, concepts and theories.

6.

Instructions & Guidelines available:
6.1
Instructions (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The supervisor directly assigns work and the employee may decide as to how the work should be carried out based on the accepted policies and practices. The supervisor assists when the employee faces unusual situations. The work is reviewed and evaluated by the supervisor at certain intervals and the supervisor may approve or issue further instructions for improvement.

6.2
Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

      Although there are basic guidelines such as General Auditing Rules and Regulations, Financial Manual 1988, other relevant acts, RGOB circulars, regulations and manuals to assist, this is the job where you encounter with conflicting rules, loopholes in the rules and regulations, vague rules which could be interpreted in many ways, loopholes in the system and therefore need adaptation and interpretation of such vague rules. Recommendation for changes of such conflicting and vague rules and regulations, which contribute, to manipulation of procedures can be suggested from this post. Ability to abstract relevant information from the management would be more useful rather than following the basic guidelines. Substance is more important than the mere form of transactions in this field of work.

7.

Work relationships: (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
Since this job requires visiting and working at the premises of the client, contacts are regular with the management and employees of the audited entity. The purposes of the contacts are numerous and vary from gathering evidences through interviews, or discussing issues arising during the course of the audit. The reasons of such contacts are to carry out an effective audit and thereby contribute towards enhancing a sound financial management system in the country.

Contacts are also made within the organization and between the teammates on a regular basis. The purpose of such contacts is to discuss critical issues or to discuss certain methods/ strategies to be applied under different set of circumstances. Day to day discussions is held with the team members to resolve and arrive at proper conclusions on the audit findings.

8. 
Supervision over others: (Describe responsibility this position has for     supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised): 
The responsibility for supervision of auditors under its team falls on this job. The nature of the supervisory responsibility is in terms of the daily work carried out by the subordinates. Supervision is concentrated mainly around gathering quality audit evidence and quality audit observations. The number of subordinates supervised may range from 6 to 7 subordinates.

9.
Job environment: (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
Job environment of this post is not very conducive. It involves frequent tours and visiting various sites for physical verification on foot and living in very uncomfortable accommodations. This therefore involves physical exertion, exposure to extreme weather conditions. Due to lack of professionalism the work is not seen as constructive but as a faultfinding mechanism and therefore invites personal criticism. Unpleasant confrontations with the management and employees of the audited entity are quite frequent. Threats to life as a result of uncovering serious irregularities are not uncommon. 

