ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 
JOB IDENTIFICATION:
1.1 Position Title:

Chief Internal Auditor 

1.2 Position Level:

P1

1.3 Major Group: 

Finance & Audit Services Group

1.4 Sub group:


Internal Audit Services

1.5 Job Code No:


06.370.01 

1.6 Job Location (Complete as appropriate)

Ministry -All Ministries,  
Departments,                           Divisions                      
Section                                        Unit                                    .
1.7 Title of First Level Supervisor (Official title of Supervisor): Secretary 
2.   
PURPOSE, DUTIES AND RESPONSIBILITIES: (Describe the Purpose, duties and responsibilities, indicating what are 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:

· To serve as a team leader for large, complex and sensitive audits. 

· To develop the audit plans, assign and coordinate the works of other auditors to accomplish the overall audit objectives in the Ministry. 

· To review and evaluate the efficiency, effectiveness, transparency & accountability and legal compliance of a wide variety of agencies and programmes.

· To involve the creative applications of analytical skills and summarize the findings and recommendations into concise and accurate written reports.

· To manage the team of Internal Auditors.
	Duties and Responsibilities
	% of time

	· Assess the risk exposures relating to the Ministry’s operations, and information systems regarding the :

· Reliability and integrity of financial and operational information.

· Economy, efficiency and effectiveness of operations in the Ministry.

· Safeguarding of government assets and properties.

· Compliance with laws, regulations and contracts.

· Proper utilization of available resources.

· Develops Audit Plans for the Organization. 

· Supervises internal audit activities.

· Provides proper guidance to the Internal Auditors.

· Monitors & ensures that the approved audit programmes are carried out 

· Ensures that the goals and objectives of the Internal Audit Office are met.

· Determines that audit working papers adequately support the audit findings, conclusions and reports.

· Ensures that the audit reports are accurate, objective, clear, concise, constructive and timely. 

· Defines objectives & priorities and sets deadlines for planning and carrying out the various audit works.

· Reviews the reports submitted by subordinates for submission to superior with necessary recommendations.

· Carries out any other responsibilities assigned by the Internal Audit Director
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3.   
KNOWLEDGE AND SKILLS REQUIREMENTS:  Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability).

3.1 Education: B.Com/B.A. (Economics). 
3.2 Training: Certificate in Internal Auditing (CIA)/ Certificate in Government Financial Management (CGFM)/ Tools & Techniques of Internal Auditing /Policy Analysis Training/Other related trainings.

3.3 Length and type of practical experience required: Minimum experience of 4 years as Dy. Chief Internal Auditor or equivalent experience.

3.4 Knowledge of Language(s) and other specialized requirements: Spoken and written English & Dzongkha with basic computer knowledge

4.   
COMPLEXITY OF WORK: Describe the intricacy of tasks, steps, process or methods involve in work, difficulty and originality involved in work.

· Resolves the differences of professional judgement over significant issues in consultation with the Secretary. 

· Responsible for all significant professional judgements made in the planning, examination, evaluation, report and follow-up phases of audit assignment.

· Formulates the auditing methods and techniques to resolve various auditing problems.

· Ensures that the resolutions are in conformity with internal auditing standards.

· Does research & analysis on various uncertain/ complex issues and provide suitable recommendations. 

· The job demands more tactful handling of the issues/people in different situations.

· The job requires identifying the sensitivity of Internal Audit activities in the organization.

· Deals with a variety of conventional problems, questions or situations affecting the operations of the system in the Ministry.

5. 
SCOPE AND EFFECT OF WORK: Describe the purpose; breadth of work, performance, and the affect the work has on the work of others or the functions of the organization. 


Scope:

· Supervises all the internal auditors’ work for efficiency, effectiveness and economy for the achievement of goals and objectives of the Ministry.

· Responsible for all significant professional judgements made in the planning, examination, evaluation, report and follow-up phases of audit assignment.

· Reviews the various management practices of all the Departments & Agencies under the Ministry.

· Analysis the Plans/ Policies and Programmes for its effectiveness and efficiencies in the light of the goals and objectives being achieved in the Ministry


Effect:.
· Streamlining of Management systems & procedures in the Ministry.

· Minimizing the high risk areas and improves the existing management system

· To minimize fraud, abuses, conflict of interest in the Management

· Ensures that the goals and objectives of the Ministry are met with available resources.

· Enables the agencies to bring in total quality management 

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions: Describe control exercised over the work by the Superior; how work is assigned, reviewed and evaluated.

· Chief Internal Auditor is required to function independently on the normal matters of the Organization. 

· Instructions are received occasionally from the Secretary on significant issues/

matters

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.

· There are no written guidelines for Internal Audit offices. 

· Interprets existing rules & regulations whenever required.

· Guidelines available are the Financial Manual, Procurement Manual, BCSR, Acts, other General Guidelines and Rules & Regulations. 

7. 
WORK RELATIONSHIPS: Indicate the frequency, nature and purpose of    contacts with others within and outside the assigned organization (other than contacts with superiors): 

· Interacts constantly with various Heads of Department and Divisions within the Ministry to review and evaluate the performances and provide suitable recommendations wherever necessary. 

· Interacts with the employees within the same Ministry and occasionally with the  relevant stake holders/ general public for obtaining, clarifying and receiving factual information.

· Coordinates with the relevant Agencies outside the Ministry as and when required for the audit works.

8.
SUPERVISION OVER OTHERS: Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates.
· The Chief Internal Auditor has full responsibility of supervision over the subordinates. 

· During the course of his duty/auditing as a technical expert, reviews the performance of all the employees of all the departments and agencies under the Ministry.

· The Chief Internal Auditor directs the subordinates and advises the auditee agencies on various issues. 

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. 

· The work demands mental exertion and frequent travels to remote areas in extreme weather. 

· Despite the best effort and judgement, the work is still subject to criticism from the Auditees as the nature of the work is to indicate the weaknesses/lapses. 
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