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GENERAL DESCRIPTION OF CLASS 
 
Internal Auditing is an independent, objective assurance and consulting activity designed to improve an 
organizations operation.  The focus is on the organization’s success through assessment of organization-
wide risk and management controls. State Internal Auditors help agencies accomplish their objectives by 
using a systematic approach to evaluate and improve the effectiveness of an agency’s risk management, 
control and governance processes.  The emphasis of the Internal Auditor classification series is not on 
single-program compliance auditing. 
 
The INTERNAL AUDITOR 1 learns and under direction assists others to plan and execute State agency 
financial and/or performance audits.  Employees in this class, under close supervision and guidance do 
narrow scope audits, or as a team member do portions of larger more complex audits.  Employees 
operate within a framework of professional standards that apply to internal auditing.    
 
 
DISTINGUISHING FEATURES  
 
This is the first level of a three level class series.  This class is the recruiting, training and development 
level of the series.  Employees in this class assist in the planning, research and data analysis of audits, or 
assist in the completion of a portion of an audit.  The employee learns and uses prescribed methods and 
applies internal auditing standards, professional practices and techniques.  As training progresses the 
employee takes on increasing independence to complete audit projects that are small in scope. 
  
The absence of responsibility to independently plan, coordinate and complete other than small, narrow 
scope audit projects; or the absence of project lead responsibilities distinguishes this class from the next 
higher level. 
 
 
DUTIES AND RESPONSIBILITIES 
 
The duties listed below are not inclusive but characteristic of the type and level of work associated with 
this class.  Individual positions may perform all or some combination of the duties listed below as well as 
other related duties. 
 
Under direction, learn and assist in: 
 
1. Research and Planning 
 

Gather, collect, and assemble data and information.  Do research on subjects such as agency 
program(s), organizational issues, or policies and procedures.  Document the processes and 
outcomes of research and investigations.  Survey narrow scope audit areas, and recommend 
direction and objectives of the proposed audit.  Using generally accepted audit practices, recommend 
the scope of the audit to best evaluate the adequacy and effectiveness of the systems and controls 
under audit.  

 
2. Audit Activities 
 

Under general supervision of a higher level auditor or supervisor and following audit standards, audit 
in accordance with the approved audit plan.  Evaluate basic internal and management control 
systems. Analyze the economy, efficiency and effectiveness of operations. Review the reliability and 
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integrity of financial and operating information, and the means used to identify, measure, classify and 
report the information. Review and test compliance with internal and external rules, laws and 
regulations.  Review financial or project management of Agency grants programs.  Audit outside 
contractors and grantees for compliance.  

 
Assist others to review the means of safeguarding assets and verify the existence of the assets.  
Identify opportunities to improve agency operations and recommend solutions.  Document findings 
and conclusions.  Assist external auditors.   Participate in internal and external follow-up audits. 

 
 3. Communicating Results 
 

Prepare work papers that document the audit work and support the basis for audit conclusions and 
recommendations. Participate in pre-audit and interim progress meetings with agency staff and 
present results of work verbally or in writing.  Prepare draft audit reports of narrow scope audits or 
segments of an audit report for review by higher level staff.  Participate with others to recommend 
improvements in agency operations. 

 
4. Training and Professional Development 
 

Participate in training designed to develop knowledge and skills in professional auditing.  Develop 
knowledge of Agency operations and activities.  Study new pronouncements on accounting 
principles, auditing standards and techniques developed by authoritative bodies within the profession.   

 
 
RELATIONSHIPS WITH OTHERS 
 
During the course of an audit, employees in this class have regular telephone, personal and written 
contact with line staff to obtain information.  Contact with managers to discuss findings and offer solutions 
would be under guidance from a higher level auditor.  The Internal Auditor 1 works with other auditors to 
achieve goals, and shares ideas or volunteer solutions during meetings. 
 
 
SUPERVISION RECEIVED 
 
Employees’ work in this class receives frequent review from a higher level auditor. Work is reviewed 
through regular conferences to assess work in progress and to discuss issues or resolve problems. 
Completed work papers are reviewed to decide if documentation is accurate, complete, supports 
conclusions drawn, achieves audit objectives and conforms with auditing standards.  Work is performed 
within the parameters of laws, regulations, policies, procedures and professional standards. 
 
  
GENERAL INFORMATION 
 
Some positions in this class require the willingness to travel, including overnight trips, to audit entities in 
various geographic locations.  Work is done under a variety of working conditions and irregular hours.  
Internal auditors are required to meet continuing professional education requirements. 
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KNOWLEDGE AND SKILLS (KS) 
 
 
Basic knowledge of and skill to: 
 
Organize and document observations and data. 
Research and compile information. 
Communicate verbally, attentively listen to others and clearly and accurately express ideas. 
Use descriptive statistics and sampling methods. 
Use word processing, spreadsheet, database and presentation software. 
Evaluate the impact of alternative courses of action and document conclusions. 
Analyze and assess data or information. 
Organize work assignments and manage time efficiently. 
Work cooperatively and develop positive relationships with others. 
Write clearly and concisely. 
Research issues and analyze data. 
 
Some positions may require: 
 
Basic knowledge of the principles, theories and practices of: 
 
Organizational theory, management science and systems. 
Budgeting, general accounting and auditing. 
Organizational data generation and information sources, and the need for information management. 

 
 

NOTE:  The KNOWLEDGE and SKILLS are required for initial consideration.  Some duties performed by 
positions in this class may require different KS's.  No attempt is made to describe every KS required for 
all positions in this class.  Additional KS requirements will be explained on the recruiting announcement. 
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