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Position:  Internal Audit

Department:  Internal Audit

Reports To:  Audit Committee (functional), President (administrative)

Status:  Exempt

General Summary:

Responsible for managing the daily operations of the internal audit department developing, recommending, implementing, and administering all policies and procedures.   Ensures adherence to the bank’s Internal Audit Policy as well as the Standards issued by the Institute of Internal Auditors.  Keeps the Audit Committee and Senior Management informed concerning developments in his/her area of responsibility.  Responsible for conducting independent audits of bank records, reviewing bank operations for deficiencies in controls, or noncompliance with established policies and regulations.      

Responsibilities and Duties:

1. Coordinates and delegates the daily operations of his/her area of responsibility through subordinate staff.  Works closely with subordinate staff evaluating their performance, developing their abilities, and improving their output.  Is responsible for selection, placement, counseling, and salary administration of all staff in his/her area of responsibility.  (25% - E)  

2. Responsible for facilitating the completion of the annual audit plan of all internal bank operations, including lending, branch administration and back office functions, by examining current policies, procedures, objectives, as well as journals, records, files, procedures, performances, and controls for fraud, errors, or deficiencies (35% - E).

3. Responsible for facilitating the preparation of audit reports, outlining the scope of the audit and making recommendations for corrective actions as necessary as well as ensuring corrective action is taken. (5% - E).

4. Responsible for the development of internal audit policies and procedures as well as internal controls documentation.  (10% - E)

5. Communicates with executive management and the board regarding internal audit issues affecting the bank (10% - E).

6. Assists with the selection of external auditors and preparation for regulatory examinations and outside audits. (5% - E)

7. Reports formal audit results at least quarterly to the Audit Committee. (5% - E)

8. All other special projects, reports and duties as assigned. (5% - E).






Internal Audit

Required Knowledge and Skills:

[bookmark: _GoBack]Must possess the knowledge and analytical skills necessary to effectively administer and oversee the daily activities associated with this position.  Must possess a high degree of interpersonal skills and have the ability to communicate effectively with all bank officers, managers, and staff using both verbal and written skills.  Excellent math and spreadsheet skills, 10-Key ability, oral and written communication skills required.  A college degree in Accounting or Finance and/or significant relevant experience is required.  Professional certification as a Certified Internal Auditor (CIA), Certification in Risk Management Assurance (CRMA), or Certified Public Accountant (CPA) and prior supervisory experience preferred.   A valid motor vehicle license and/or the ability to visit all branch locations on a regular basis is required.

Status/Standard Schedule: 

Salary position Monday through Friday between the hours of 8:00 a.m. - 5:00 p.m.
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