STATE OF CALIFORNIA » DEPARTMENT OF TRANSPORTATION
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G ASBIFIGATION TITLE BRFICEERANCIHSECTION

Staff Services Managament Auditor HGO/Audits and Investigations

WORRING TITLE POSITICN NUMBER - EFFEGTIVE DATE
Staff Services Management Aucditar $00-077-8841-x0¢ 03/24{2015

A5 @ valued member of the Caltrans team, you malke it possible for the Department to provide & safe, sustainable,
intagratad, and efficient transportation system to enhance Californla’s economy, and llvabllity, Caltrans I8 a performance-
drivan, transparent, and accouniable organization that values ts people, resources and partners, and mests new
challenges through leadership, Innovation and tsamwork, ‘

GENERAL STATEMENT:

Unider the close supervision by & Senior Management Aucltor, the Incurmbent will perform at an entry leval of the serles,
leaming and developing appropriate skills and procedures while assisting In the performance of audits within the
Departmant, at commerclal contractors, local governmantal entliles, or olher Siate agencies. Speclfic duties include, but
will not be limited to the following duties described below,

TYPICAL DYTIES:

Parcentage Job Desorlption
Hssenilal {EYVargingd (M)

w% E Assiat In the preliminary review and analyses of the audit entity to determine required hours to
complete each step in the audif planhing memorandum. Attend entrance and exit conferencas
wlth the audit entlty and document restils as directed by the Senior Managemant Audifor and/er
lead auditor,

30% E Asslst In the evaluation of the audit entity's financlal management system, intenal accounting and
administrative controls, and compllance to applicable federal and State {aws, regulations and
policies. Perform audit tests as directed by the Senior hanagement Auditor and/or lead audltor.
Prapare corresponding audit work papers documenting work performed i compllance with
applicable suditing standards and Departmant audit policles,

0% E Assist in the development of audit findings and recommendations, the completion of the audit work
paper package, and the preparation of the audit report.
0% E Perform asslgned audit steps effectively within predetermined budget hours, knform the Senlor

Management Auditor and/or lead auditor of the progress of assigned audlt steps and/or audit
problems and other factors affecting assignment completion,

5% M Parforms other routine required tasks related to on-going A&t's audit activitles; titne reports, travel
reports, training, staff meetings, eto.

{EESENTIAL FUNCTIONS are the core duties of the powifloe: that cannot he reasgigned.
~ MARGINAL FUNCTIONS are the minor tasks of the posltion that can be aasigned to olhars,

‘SUPERVISION OR GUIDANGCE EXERCISED OVER OTHERS
None. The Incumbent does not supervise others,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

The Staff Services Managemsnt Auditor gulded by the specific scopé of the audit ant under direct supervigion, must -
demonetrate a basic abillty to analyze and evaluate the appropriateness, effectiveness, efficlency, economy, and
competibility of aucdit entlties' financial management systems and Internal controls. The Staff Services Management
Auditor must demonstrate the ability to gain a basle understanding of:

- appropriate laws, regulafions, rules and guldalines,

- governmental management principles, practices and trends,

- statistical sampling methods,

« plectronie data processing systams,

- Ganerally Acceptad Accounting Principles (GAAP),

- Ganerally Ascepted Government Auditing Standards (GAGAS),

- International Standards for the Professional Practice of internal Auditing (ISPPIA)

ADA Notice for Indlvidusls with sensoty dizakilities, this dosumont fs avallable 1 elternste formats. For Informition, catl (818} 4451233,
TTY 741, ar witta tn Records and Forms Management, 1120 N Straat, MS-09, Sacramento, OA 85844,
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The Staff Services Management Auditor must ba able to apply the ahove knowledge and deal effectively with varlous <
lavels of audit entities' management utllizing both oral and written communications,

RESPONSIBILITY FOR DEGISIONS AND CONSEQUENCES OF ERROR .

A deficlency In Judgement by the Staff Services Management Auditor may result In a cortinued lack of fiscal Integrity,
secuiity of assets, compllance with palicies, procedures and statutes. It may result in Inefficlent ahd Ineffective
managament practice and the eontinuation of uneconomical or unproductive programe. It may result in continuing or
failure to detect fraud, abuse, and fllegal acts,

RPUBLIC AND INTERNAL CONTACTS :

The Staff Services Management Auditor is in contact with Department of Transportation and other State agencies'
managers and persohnel, with local governmental officials, with managers in municipallties and private Industry, and with
private individuais,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Employees may be required to sit for long perlads of time using a keyboard with a laptop or desktop computer. [n
addition, employses may be requasted to handle voluminous documents or files and to carry a laptop cotnputer to the
audit slte dyring fieldwork, The Staff Services Management Auditor must be willlng to travel, and comply with
professional standards of conduct,

WORK ENVIRONMENT
The Incumbent is primarlly in an office environment. Howsver, this position recquires overight travel, and trave! to and
from the audit entity as needed. -

| have read, understand and can perform the dutles listed sbove, (If you belleve you may requira reasonable
accommodation, please discuss this with your hidng supervisor, 1f you are unsure whether you require reasonable
accommodation, Inform the hiring supervisor who wiii discuss your concems with the Reagonable Accommodation
Coardinator.)

EMPLOYEE (Print

EMPLOYEE (Signature) DATE

| have discussed the duties with, and provided & copy of this duty statement to the employea named above.

‘BUPERVISOR (Pring

SUPERVISOR (Signature) DATE




