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	JOB NARRATIVE 

1. Job Purpose and Roles and Responsibilities of the Job

2. Organisation Structure, Outcomes/Value Add, Financials & Work Relations


	Basic Details 

	Job Title 
	Manager / Sr. Manager - Audit

	Job Grade/ Level
	M9

	Business Sector
	Corporate Governance

	Location
	Corporate Office


	Organisation Structure: (where does the position stands in the organisation structure of the Business)



	



	Job Purpose: 

· Summarizes the main points of the job description which may include key responsibilities, functions, and duties
· Job Purpose is the prime objective for which the Job holder is responsible for.  It is directly controlled by the Job holder
· Should contain 1 - 3 key points

	· To support in preparing internal audit plan for high risk processes which fulfils the specific objectives of the department


	Key Accountabilities & Outcomes

	Key Accountability 

· Main areas of accountability / key goals of the Job. 

· Should contain five to Seven Key Accountabilities.

· Can be derived through Balanced Score Card Perspectives (Financial, Customer, Internal Process & Learning and Growth)
	Major Activities/ Tasks

· The tasks under Key Responsibility that the Job holder is supposed to perform to achieve the business goals

	· Planning and Audit activities
	Planning & establishing direction for audits and manages assignments to quality outcomes, while meeting established time budget.

	· 
	Identify risks and controls relating to the processes (including fraud risks) and conduct control effectiveness testing; ensuring transactions are in line with SOPs / DOA .

	· 
	Performs audit work, maintaining workpapers for audit findings, identifying the root cause of the issue observed  

	· 
	Conducts the audit closure meeting with the concerned auditees, sharing the status of observations on completion of field visit and to suggest corrective action for the observation made and preventive action for the root cause of the issue.

	· 
	Prepare reports on Significant Audit Observations for management discussion.

	· 
	Supervises and coaches team members to ensure assignments are adequately covered to meet the objectives

	· 
	Follow-up on action taken status for timely closure of the reported observation


	Work Relations (Internal and External)

	Internal Relations

· Main interface of the Job Holder(Working relationships with Key stakeholders/ internal customers

· Other Job Holders that the Job holder have may to liaise, report or coordinate with
	External Relations

· Main interface of the Job Holder(Working relationships with Key stakeholders/ external customers



	· Business Unit Heads
	Develop and manage relationships with external consultants and business partners. 

	Key Dimensions 

	Financial Dimensions

· List the significant numerical data which will reflect the scope and scale of activities concerning this job such as budget, cost, revenue etc.
	People Dimensions

· Mention the team size ( direct reportees only) the Job Holder would have to manage for the scope of activities concerning  to this role

	Needs to achieve performance of the Enterprise Risk Management team, support capability building 
	· Coordination with business team



	ACHIEVEMENT PROFILE

· What are the capabilities required by the Job Holder at this position 

· Specify Knowledge ( technical expertise), experience, skills, behavioural  competencies, personality required

· It depicts candidate profile for making hiring decision and helps incumbent profile for competency mapping


	Education Qualifications / Relevant and Total Years of Experience 

· State minimum qualification required by the Job Holder to work effectively on this position

	· CA / CWA with at least 3 to 5 years of relevant industry experience in Internal Audit
· Should have worked in SAP environment

· Willing to travel average 12 days in a month 

	Technical/Functional Expertise

· Stare minimum proficiency required on specific technical or functional skills required for the Job Role

	· Ability to develop and implement audit plans and schedules.

· Knowledge of audit tools, auditing concepts & principles and data analysis for sample selection.

· Ability to analyse large data, applying fraud risk criteria and investigative skills.

· Skill in examining and re-engineering operations and procedures 

· Knowledge of financial recordkeeping procedures, laws, regulations, and standards.

· Understanding of IT control environment. 

	Behavioural Competencies (List only 3- 5 specific behavioural competencies)

· State behavioural competencies required to function effectively at this position

	· Good interpersonal & coordination skills

· Ability to think objectively, have strong ethical standards.
· Ability to identify fraud risks associated with the sub-processes
· Ability to foster a cooperative work environment.

· Self-starter: ability to look for innovation solutions to issues 


	Personality (List only 3- 5 specific personality characteristics)

· Write personal characteristics/ personality type that is suitable to work at this job level. 

	· Team Player and collaborative style of functioning 
· Proactive attitude to raise issues / questions with the objective of finding a resolution mechanism 



President - Corporate Governance





New Positions (2)





AGM - Manufacturing Audit





AGM - Internal Audit





VP - Management Assurance & Risk Management










