Auditor

 GS-511-7

I. INTRODUCTION

Works as an audit team member on specified audit assignments which facilitate the efforts of the team and provide experience toward independently planning and conducting complete audit assignments. The auditor applies conventional audit techniques to complete relatively uncomplicated evaluations.

II. MAJOR DUTIES AND RESPONSIBILITIES

· Check reports, records, ledgers, and other documents against sales slips, receipts, payroll slips, and other source documents. Inventories warehouses and storerooms to check on the condition and quantity of items and compares figures with balances on asset sheets and records of daily transactions. 

· Verifies the appropriateness of charges for labor and materials, transactions were properly recorded, and products or services were actually provided.

· Compares the similarities and differences of accounting systems in categorizing and reporting particular types of transactions.

· Calls the supervisor’s attention to unusual or questionable transactions or when problems encountered do not fit instructions or guidelines.

· Makes recommendations concerning changes when current accounting or control procedures do not achieve the desired results or are no longer appropriate for situations encountered.

· Prepares briefing materials covering audit findings for use by team members conducting audit closeouts or giving presentations.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-6 950 points

A professional knowledge of practices, methods, and techniques of accounting and auditing is required to  perform auditing assignments using methods and techniques that are conventional and apply to most situations encountered.

A general knowledge of agency programs and their governing statutes, regulations, practices, and procedures sufficient to determine degree of compliance, reasonableness of operations, and adherence to accepted accounting principles or management practices.

Factor 2 - Supervisory Controls 





FL 2-2 125 points

The supervisor makes assignments with general instructions as to the purpose of the assignment, limitations, expected deadlines, and priorities. The supervisor also gives advice on any peculiarities of the assignment such as type of accounting systems or management practices used or unusual transactions.

The auditor conforms to established audit programs and prescribed procedures, referring problems that arise to the supervisor for help or a decision. Completed work is reviewed closely to verify accuracy and conformance to required procedures and any special instructions. Findings and conclusions are checked to insure they are supported by facts.

Factor 3 - Guidelines 






FL 3-2 125 points

A number of procedural guidelines are available that specifically cover the assigned work. These guidelines include applicable portions of agency audit manuals and specific audit plans. Special instructions relate to the specific characteristics of the assigned work.  The auditor chooses the applicable guidelines and uses judgment in performing those aspects of the work not specifically prescribed. Situations not fitting the audit plan or other applicable guidelines are referred to the supervisor for resolution.
Factor 4 - Complexity 






FL 4-2 75 points

Assignments usually consist of specific tasks designed to orient the auditor in the practical application of theory and basic principles of accounting and auditing in context with the regulations, organization, requirements, and other characteristics of a Federal program or operation.

Decisions regarding what needs to be done follow well accepted practices, in auditing and normal procedures for a given practice, such as in reconciling accounts.  Actions to be taken, or responses to be made, are based on factual differences such as the type and kind of information needed on balance sheets, the consistency of the entries on various ledgers with original documents and the portrayal of data in chart, table, or graph form to reflect specific facts.

Factor 5 - Scope and Effect 





FL 5-2 75 points

The purpose of the work is to assist in executing an audit plan by completing a number of audit activities which follow transactions through the process such as comparing reports to source documents, checking transactions against authorizations, and assuring that operating instructions are appropriate for the desired results. The work usually serves as input to a broader audit assignment.  The work products affect the accuracy and completeness of audit reports.

Factor 6 - Personal Contacts 





FL 6-2 25 points

Personal contacts are with employees in the agency, both inside and outside the immediate organization, and with individuals outside the agency at the audit site. Individuals interviewed are usually aware of the identity and role of the auditor. Others usually set up contacts with individuals outside the agency.

Factor 7 - Purpose of Contacts 





FL 7-2 50 points

The purpose of contacts is to plan, coordinate, or conduct audit assignments. The auditor arranges for interviews and meetings at the audit site and obtains information. The auditor discusses with others such matters as the significance of guidelines, the appropriateness of recommendations, the necessity for additional facts, and the preferred methods of data gathering.  The auditor resolves problems related to assignment of audit responsibility, coordinates the technical support of subject-matter experts, and in general, resolves questions and clarifies problems. Though differences of opinion may exist, the persons contacted are usually working toward a common goal and generally are cooperative.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 1435

This position is non-exempt from coverage under the Fair Labor Standards Act.

