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Government of Anguilla 

	JOB DESCRIPTION - 1 

	JOB TITLE: Auditor


	MINISTRY

Finance 
	DEPARTMENT

Inland Revenue
	SECTION

Operations
	UNIT

Audit

	GEOGRAPHIC LOCATION

The Valley
	TITLE OF IMMEDIATE SUPERVISOR


Audit Manager

	1.
MANDATE
To monitor, through regular audit checks, the account transactions of individual taxpayers and private sector organizations to ensure compliance with established Acts, Regulations and guidelines.
              

	2.
KEY FUNCTIONS
i. To plan, organise and carry out the audit functions of the Inland Revenue Department.
ii. To provide advice to relevant personnel in the public sector organization.
iii. To investigate non-compliance transactions and make recommendations for corrective action.


	JOB TITILE: Auditor


	3. KEY DUTIES
1. Schedule and coordinate the audit functions of the Inland Revenue Department.

2. Visit and carry out scheduled and unscheduled audit examinations at relevant private sector organizations to ensure compliance with established taxation procedures, legislation and guidelines.

3. Examine relevant accounts, receipts and financial statements to verify and validate their accuracy and compliance with taxation policies, regulations and procedures.

4. Investigate and report on transactions that appear not to be in compliance with established taxation policies, regulations, and procedures and recommend corrective action to facilitate compliance.

5. Review individual taxpayer accounts in analyzing compliance to tax legislation.

6. Provide advice to relevant personnel in public sector organizations on the application of taxation policies, regulations, and procedures.

7. Review tax adjustments, refunds, interest and/or penalties according to established procedures.
8. Participate in preparing cases for legal action.
9. Reconcile taxpayer accounts.
EXPECTATIONS

10. Act as a catalyst for change, model change and build capacity for managing throughout the       ministry/department/organization. Influence others to translate vision into action. 
11. Create and support culture that focuses on creativity, innovation and knowledge. 
12.  Promote a culture of open transparent communication. 
13. Embrace technology by utilizing all available ICT/media/mass communication to ensure that       relevant messages and/or responses to the service offered are disseminated accurately,            courteously and timely.
14.  Hold up the leadership Statement as a mirror to your own behavior in a challenging and             constructive way.
15.  Foster a culture of teamwork and collaboration.
16. Participate in Disaster Management activities designed to prepare for, mitigate against and respond to disaster events.

17. Develop and implement strategies for improving and maintain a high level of Customer Service in the Public Sector.

18. Perform any other related duty required by the job function.



	JOB TITLE: Auditor


	4.
KEY RELATIONSHIPS
i. Report to the Audit Manager
ii. Maintain regular liaison with Government Departments and external    

iii. agencies 

iv. Liaise with the other Audit Manager to coordinate work programmes.

v. Communicate with customers (individual taxpayers as well as private and public       
           sector organisations) and their representatives


	5.
KEY AUTHORITIES


Authorised to:

i. Conduct relevant audit methodologies in accordance with assigned schedules and programmes.

ii. Monitor, assess, evaluate and investigate relevant private sector records. 

iii. Inspect Taxpayers records and prepare relevant reports 



	6. KEY REPORTS

· Audit Reports
· Audit Case Files and Audit Working Papers


	7.
PERFORMANCE PARAMETERS
· Extent to which schedules are met
· Timeliness, accuracy of checks and audits

· Appropriateness of follow up action on findings resulting from initial audits

· Timeliness, reliability of reports and recommendations
JOB TITLE: Auditor

	8.
SCOPE OF THE JOB
       The job carries the responsibility for monitoring and ensuring operational and administrative 

       compliance by individual taxpayers and relevant private sector organisations with established 

       policies, regulations and procedures.


	9.
PERSONAL QUALIFICATIONS
The incumbent should possess well developed knowledge and skill in accounting or auditing procedures and work methods, computerized accounting and auditing record systems. Should have the ability to gather, analyse and evaluate facts and to prepare concise oral and written reports. 
Should have interpretative judgment, interpersonal, communicative and computer skills, analytical and calculative ability, must be sensitive, organized, courteous, diplomatic, and must maintain the confidentiality of the office.
Must have a university degree in Accounting, Auditing, Business Administration or the equivalent field with at least three (3) years experience in a similar or related job function.

 


This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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