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Internal Auditor

Updated:  9/10/2012	FLSA:  Exempt
			Dept or Office: Institutional Research
Summary Description
This position is responsible for the internal audit function at Murray State University’s main and satellite campuses, establishment of an annual audit plan in conjunction with the President of the University and the Board of Regents and twice annually formally present to the Board of Regents. This position also supports the work of the external auditors with which the University contracts.

Responsibilities & Duties
· [bookmark: _GoBack]This position functions as one of the key components in the Administration’s monitoring of compliance with existing financial and operational control policies and procedures.
· The internal auditor is concerned with all phases of institutional activity.
· Current operations are continually being evaluated for cost-effectiveness and efficiency.
· Financial procedures are tested to determine the adequacy of existing controls.
· Accounting systems are reviewed for timeliness, reliability and usefulness.
· Institutional records are tested for accuracy, compliance, and completeness.
· Transactions are examined for accuracy and compliance with institutional policies and laws.
· Internal Auditor provides external auditors up to 100 hours of assistance annually.
· Internal Auditor supports Human Resources in complying with IRS regulations for mandatory and supplemental tax shelter plans currently available to employees.
· Major accounting areas to be audited by Internal Auditor are current assets, current liabilities, fixed assets, movable equipment, resale inventory, long term liabilities, bonds payable, leases, budgets, tax shelters, IRS regulations, Athletics, external reporting, internal reporting, payroll, fringe benefits, purchasing cards, travel, grants & contracts, investments, prepaid assets, deferred revenues, insurance, software, hardware, special requests from the President, etc.
· All responsibilities/duties should be completed in light of current conditions and materiality to the university’s overall mission.
· Performs other duties as assigned.
Requirements – Education and experience
· Bachelor’s degree required. 
· Minimum of 4 years full-time experience in auditing or related field required. 
· Must have strong oral and written communication skills. 
· Knowledgeable of audit procedures and processes for non-profit organizations and universities.  
· Experience with Sungard Banner and Cognos is a plus.
Preferred education and/or experience
· CPA credentials preferred. 
· Master’s degree preferred.

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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