LONDON BOROUGH OF TOWER HAMLETS


	JOB DESCRIPTION



	Post Title:
Internal Audit Practitioner (Apprenticeship, Level 4)

	Post No.

       B010700030
	Grade:
C (Indicative) 


	Directorate:
Resources

	Division: 
Finance, Procurement and Audit

	Section:
Internal Audit, Anti-Fraud, Risk & Insurance


	Version: 0.1

Date agreed: TBC

	Have JE markings been attached?



	Responsible to: Internal Audit and Fraud Prevention Manager 
   
Responsible for: None

DBS Required?  Y
Basic Check

If yes, Level of Check (Please delete where not applicable)

N/A

(Information on the level of check required is available here: Staff services > HR and workforce development > Recruitment & job vacancies > Recruitment checks > Disclosure and Barring Service Recruitment checks

Is the post politically restricted? N
(Information on whether the post is politically restricted is available here:
Staff services > HR and workforce development > People management > Conduct 

Is a Travel Allowance Payable? N

Does this post attract an Essential Car User Allowance? N









MAIN PURPOSE OF THE JOB 

(This should provide a summary of the purpose of the job and should only have a maximum of 5 points)

1. Working under the direction of the Internal Audit and Fraud Prevention Manager and lead auditors, support the planning and delivery of the annual risk-based internal audit and fraud prevention strategies and plans.

2. To actively participate in all aspects of internal audit activity including research, planning, interviews, testing and reporting writing ensuring that internal policies and procedures, as well as the Global Internal Audit standards as supplemented by Application Note issued by the relevant standard setters, and the CIPFA Code of Practice for the Governance of Internal Audit in UK Local Government.   

3. To achieve the Internal Audit Practitioner Level 4 Apprenticeship  including attending workshops, completing on-line and other learning activities, attending webinars, receiving coaching and job shadowing etc in accordance with the identified training needs and professional and technical competency requirements.


DUTIES & RESPONSIBILITIES

(The key duties and responsibilities of the post should be recorded in this section.  If a duty is required to be carried out infrequently this should not be recorded.  Remember this list is not exhaustive.

1. Support the planning and delivery of the risk-based internal audit assurance and consulting activity.

2. Understand the requirements of each assignment and complete relevant research that will assist in identifying the risks, objectives and scope of the proposed internal audit activity. 

3. Prepare draft engagement plans and testing programmes on behalf of the lead auditor. Be responsive to feedback and amend the plans and programmes accordingly.  

4. Prepare timely, concise reports for the lead auditor summarising the outcome of the internal audit assignments. Be responsive to feedback and amend the draft report accordingly.  

5. Working with the lead auditor, develop solutions to problems and agree with officers the content of an action plan for improvements in policy, procedure, controls and risk management processes. Carry out follow-up reviews and ensure implementation of recommendations.

6. Responsibility for ensuring that any information collected, recorded, analysed or reported whilst undertaking the duties of this post is reliable, accurate, timely and maintained in accordance with the policies and procedures of the internal audit service and the Council. 

7. Build effective, lasting working relationships within staff within the service and across the Council and Tower Hamlets Homes. 

8. Maintain up to date knowledge of internal policies and procedures, as well as the Public Sector Internal Audit Standards and ensure they are adhered to at all times.  

9. To provide ad-hoc administration support for the internal audit and fraud prevention team where required. 


General Terms

· To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s performance, development and review scheme.

· Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation.  To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

· To undertake additional duties that may arise from time to time commensurate with the grade of the post. 
______________________________________________________________
SPECIAL TERMS AND CONSIDERATIONS

· None



	
Person Specification for the Post of

	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	· Knowledge of internal audit practice and the relevant standards.
· An understanding of local government and the services provided to the communities they serve.
· IT knowledge and skills and able to use, Microsoft Office, data interrogation tools and similar computer applications.
· Knowledge of data protection and confidentiality issues.

	E





E




E



E
	A, T & I





A, T & I




A, T & I



A, T & I

	Qualifications
& Experience
	· Five A*- C or 9 - 4 grade GCSEs, including Maths and English as well as at least two Level 3 qualifications in relevant subjects (includes AS-levels, a BTEC National or a level 3 NVQ).
· Strong analytical and research skills, able to provide clear conclusions and options.
· Takes ownership of assigned tasks and adopts a pro-active approach.
· Ability to produce accurate and timely work.
· Sound and professional oral and written communications skills including report writing.
· Able to build effective working relationships.
· Able to organise and prioritise workload.
· Applies active listening skills – asks questions when necessary but makes basic assumptions when appropriate.
· Actively seeks to enhance own expertise and knowledge.

	E








E



E




E

E




E

E


E





E
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A & I



A & I




A & I

A & I




A & I

A & I


A & I





A & I

	
Living the TOWER Values sets out the essential behaviours required of all staff. 
They are aligned to the organisation’s five TOWER Values


	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Takes steps to get to know people within in the team and to build positive relationships with them. 

	D
	A & I

	We are OPEN and transparent

	Uses effective listening and questioning techniques to understand the needs of others.

Approachable and makes time for others. 

	D



D
	A & I



A & I

	We are WILLING to challenge, innovate and be accountable

	Takes accountability for delivering own work and contributing to that of team. 

Identifies and speaks-up on providing solutions to problems and obstacles. 

Willing to listen and try something new so we achieve better outcomes. 

	D



D


D
	A & I



A & I


A & I

	We empower each other to be EXCELLENT and go the extra mile

	Does work, within own area, without being asked or told to do it, because they can explain the difference they have made. 

	D
	A & I

	We RESPECT all communities, they are the heart of everything we do

	Takes ownership and does what they say they will do, within a set timeframe. 

	D
	A & I

	Additional Requirements
	None. 


	
	






