
JOB DESCRIPTION

JOB DESCRIPTION:
Internal Auditor
REPORTS TO:

Vice President & Treasurer/Audit Committee

PRIMARY FUNCTION:
This position is responsible for internal controls and financial policies and procedures.

JOB RESPONSIBILITIES:

1. Internal Auditor is responsible for evaluating and recommending internal controls for compliance with Government laws, rules, and regulations. Making sure the documentation of internal controls is current and complete. Special attention to the design and implementation of programs and controls to:
a. Assess the adequacy of financial controls

b. Safeguard personal financial information of clients and constituents
c. Prevent and detect fraud

d. Disclose all related party transactions, instances of private inurnment, conflicts of interest or ethics violations.

e. Monitor all activities that would jeopardize the institution’s tax-exempt status or subject the institution to fines and penalties.
f. Address audit findings
g. Review and comply with other 990 provisions.

h. Develop and maintain an online college-wide repository of operating policies and procedures.

2. Responsible for review of all journal entries, uploads, and allocations.

3. Responsible for review of payroll reports and employee audit report.

4. Review of daily cashbook and student accounting entries (daily balancing, daily AS400 close, CB175).

5. Review and release of accounts payable batches and vendor audit report

6. Other duties and special projects as assigned. 

SUPERVISORY RESPONSIBILITIES: 
none 

CONTACTS:
  


Auditors, IRS, Audit Committee, Associate Deans, 

Department chairs, St. Olaf employees and community.

EDUCATION: 
Required:
Bachelor level accounting degree




Preferred:      
Certified Public Accountant

EXPERIENCE:        Required:        
Minimum 5 years accounting experience

Preferred:     
Minimum 5+ years in tax preparation and/or public 

accounting

KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge of tax law and audit procedures

· Strong leadership skills, effective managerial, supervisory and interpersonal skills.
· Advanced level user of the Microsoft Office suite; expert level user of Excel and Access
· Effective communication skills, both written and oral

· Intermediate accounting skills 

· Advanced internal control procedures

· Must be accurate and detail oriented 

· Multi-tasking ability and organizational skills

· Time management skills essential

· Retain a high level of confidentiality

· Comfortable with complex uploads and computer transactions 

· Familiarity with Lawson a plus
· Knowledge of GAAP and the ability to maintain accurate records
PHYSICAL DEMANDS:


NA

WORKING ENVIRONMENT:

Normal office environment 

WORK SCHEDULE:


FTE: .80 (4 days/week)







8:00 A.M. to 5:00 P.M. 

APPROVAL:                                                 Alan Norton

DATE:




February 2009


