iNTERNAL OPPORTUNITY

ColÁiste na hOllscoile Corcaigh

University College Cork

Assistant Internal Auditor

(Twelve month wholetime contract position)

INTERNAL AUDIT

Description of post 

The Internal Audit Assistant reports to the Head of Internal Audit and is responsible for providing assistance in carrying out audits incorporating risk assessments and internal control review. In addition, the postholder will liaise extensively with Departments being audited.

The main responsibilities of this new post will be: 

· Appraising the soundness, adequacy and application of the departmental internal control system.

· Ascertaining the extent of departmental compliance with University Policies and Procedures

· Ascertaining the extent to which the assets and interest entrusted to or funded by the University are properly controlled and safeguarded from losses arising from fraud, irregularity or corruption.

· Conducting audits on the integrity and reliability of financial and other management information including that used in decision-making.

· Ascertaining that systems of control are laid down and operate to promote the economic, efficient and effective use of resources.

· Evaluating internal control systems, and help to identify inappropriate or inadequate controls and recommend improvements in procedures and practices.

· Drawing attention to any apparently uneconomical or otherwise unsatisfactory result flowing from decisions, practices or policies.

· Critically assessing the risk management processes being applied. 

· Conducting follow up reviews to determine the status of implementation of recommendations and agreed actions.

· Facilitating departments to conduct risk “self” assessment where risks are identified, ranked and associated controls identified and evaluated and critically assessing the risk management processes being applied.

· The work will include planning and organising the reviews through to producing written reports, which will be discussed with management and presented to the Audit Committee.

Note:  As the University continues to expand and evolve, and in the light of the new University legislation, it is likely that flexibility in regard to the allocation of specific duties will be necessary.  Accordingly, the scope and list of duties specified above is not intended to be exclusive or restrictive; duties may be added or withdrawn but any such alteration will take place only within the remit of the Head of Department, as outlined, and after consultation with the appointee.

Selection Criteria

Decisions at shortlisting and interview will be made based on the following criteria:

Qualifications
· Hold a professional qualification from a recognised accountancy body and/or the Institute of Internal Auditors.

Knowledge & Experience

· Have recent audit experience at a senior level.

· Experience of auditing preferably in large and public sector organisations

· Knowledge and experience of risk management techniques 

Skills&Competencies

· Sound judgement 

· Self-motivating

· Excellent inter-personal and communication skills, both verbal and written

· Good negotiating skills and ability to work with all colleagues

· Capable of working on own initiative

· Willingness to adopt a hands on approach
· Organisational skills

· Adaptability

· Clear, logical and analytical thinking

· Capability and confidence to influence colleagues at all levels

· Ability and openness to learn and familiarise his/her self with the university sector and College quickly 

· Ability to assess emerging issues and apply appropriate action
· Experience in the use of IT applications, in particular MS PowerPoint, Word and Excel.   

Candidates are requested to make a personal assessment of these criteria against their own qualifications, skills and abilities to assess whether they should apply for the post.

CONDITIONS OF EMPLOYMENT:

Appointment will be within the following salary scales, depending on qualifications and experience: 
€43,232 - €51,934 (Scale A)     €45,507 - €54,663 (Scale B)

Annual leave is 26 working days per annum with additional leave at prescribed times, total 34 days per annum. 

Normal hours of duty are Monday to Friday, 9.15 a.m. to 5.00 p.m. with 70 minutes for lunch.   Due to the nature and seniority of the post, however, it may be necessary to extend and vary these hours from time to time in order to meet the exigencies of the post.

This appointment may be made on a secondment basis with the agreement of the appointee’s current head of department.
Sick Leave:  Subject to certain conditions staff may be allowed up to 130 working days sick leave at full pay and a further 130 working days, at half pay in any 12-month period.  This is subject to the staff member not exceeding 260 working days, (1 year) sick leave, at either full or half pay, in any period of 4 years.

The tenure of the post is a wholetime fixed term contract of one year’s duration. The nature of this employment contract is fixed term due to this being a new post and due to the continuation of the post being based on funding which is dependent on service demands.  The continuation of employment in the post is dependant upon the continuation of the funding and the requirement for this post continuing beyond the initial contract term.  It is based on the following provisions:

(a) A probationary period of three months shall apply from commencement of employment in the post during which the contract of employment may be terminated by either party in accordance with the Minimum Notice and Terms of Employment Acts, 1973 to 2001. The probationary period may be extended at the discretion of the University.

(b) Except in circumstances of gross misconduct justifying immediate dismissal, the appointee will receive one month's notice of termination of employment, or, if greater, such notice as is provided for in a minimum notice in terms of Employment Act, 1973.

(c) The appointee is required to give one month's notice of termination of employment.

(d) Under the Public Service Superannuation Act 2004, for all new entrants to the Public Sector on or after April 2004, the normal retirement age is 65.  It is no longer possible therefore to retire before age 65.

Pension: This employment is pensionable under the Defined Contribution Pension Plan.  Membership of this plan is on the basis of a 6½% contribution deducted from your salary and an 8½% contribution provided by the University.  In addition, additional dependants’ benefits can be provided by membership of the Voluntary Life Assurance Scheme.
Membership of the Group Personal Accident Scheme shall apply to all employees, subject to individual acceptance by the Insurance Company.  The salary quoted is subject to a deduction from salary at the rate of .001%

The Pay Related Social Insurance Class A1 rate of Pay Related Social Insurance (PRSI) applies to the posts which is currently 6% with an earnings ceiling of €46,600, 2% is payable on the balance.

Voluntary Health Insurance:  A VHI/BUPA/HAS/VIVAS Health group scheme is in operation and contribution may be deducted from salary on request.

Additional benefits: We offer progressive employment and training policies including opportunities for further studies.  Staff can avail of membership of a variety of clubs and societies and a wide range of facilities on campus, including a leisure centre.
Certificates and Testimonials:  These documents should not be sent with the application.  Candidates who are selected for interview will be requested to submit the necessary documentation.  
Note: Candidates should note that any inaccurate information will invalidate their application.
Each candidate must complete an application form for the post. Please indicate clearly on the application form, which post is being applied for.

An application form must be completed and is available from http://hr.ucc.ie/forms.php. 
Completed application forms should be returned to 

Department of Human Resources

University College, 

College Road,

Cork

Tel: 021 4902671 / Fax 021 4276995

Email: recruitment@per.ucc.ie
Closing Date:    Friday 28th July 2006
UCC  IS AN EQUAL OPPORTUNITIES EMPLOYER

Note:  Candidates should note that any inaccurate information will invalidate their application.

