4-5-91 COVPLI ANCE AUDI TOR, 1584

Summary of Duties: Conducts external audits of accounting and
related records of commercial establishnents, individuals,
contractors, and other entities to ensure conpliance with the
requi renments of regulatory authorities; to verify the accuracy
of reported revenue, expenditures, and paynents to the Gty;
and to determ ne the adequacy of internal controls. |ncunbents
conply with General ly Accepted Auditing Standards (GAAS); nay
act in a lead capacity over other professional staff nenbers
engaged i n such work; and does rel ated worKk.

Di stingui shing Features: Enployees in this class audit the
records of a broad range of commercial establishnents,
contractors, and other entities to verify the accuracy of
revenue paynents to the Gty, determne the adequacy of internal
controls, and to verify legality and propriety of expenditures.
They nust be constantly aware of new and revi sed rulings,
regul ati ons, ordinances, and Gty Attorney opinions, and court
decisions affecting the regulatory authorities. |ncunbents nust
exerci se considerable attention to detail in order to recognize
i nconsi stencies, errors, and falsifications.

The journey-1level class of Conpliance Auditor is distinguished
fromthe class of Accountant Analyst in that the former perforns
external (conpliance) auditing activities exclusively, while the
latter perforns accounting and both internal or externa

auditing duties.

Paygrade |I: Conducts the |l ess conplex field or office audits as
descri bed above.

Paygrade Il: In addition to the above, personally perforns the
nore conplex office or field audits; and may act in a | ead
capacity over audit staff nenbers.

| ncunbents in both paygrades nust update technical training

t hrough conti nui ng educati on prograns; and typically work under
t he supervision of a Senior Conpliance Auditor who nmakes

assi gnnents, checks the work while an audit is in progress, and
reviews the reports and reconmendati ons.

Travel or relocation out of the Gty and State nay be required
for sone positions.

Examples of Duties: A Compliance Auditor:

Paygradel:

l. Plans the scope and procedure of audits and determines means of verification and amount of
testchecking necessary;

Il. Audits accounting and related records of businesses, persons, contractors, grantees, and other entities
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in accordance with GAAS,

I11. Meets with owners, chief executives, and ot her
representatives of such entities and arranges audit
pr ocedur es;

V. Examnes all appropriate records, including journals,
| edgers, invoices, reports of CP.A and public accountant
audits, and corporation mnutes and contracts;

V. Prepares reports of audit findings and reconmmendati ons,
supporting schedul es and ot her worki ng papers;
Confers with taxpayers or parties subject to regul ati on and
their accounting or |egal representatives regardi ng audit

fi ndi ngs;

VII. Explains appropriate ordi nances, regul ations and policies
to officials and businesses audited,

VIII. Suggest s possi bl e i nprovenents in nethods of

accounting and record keepi ng;
| X. Prepares narrative reports;

X Presents data and findings at formal and infornal audit
heari ngs;

Paygrade 11:

XI. In addition to above, incunbent nmay function in a | ead
capacity over a small group conducting field or office
audi ts;

XIl1. Reviews audits, or perforns specialized or nore conpl ex

audi ting work;

Bot h paygrades nay occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A wor ki ng knowl edge of:

XIl. Laws, Gty Charter provisions, ordinances, rules,
regulations, Gty Attorney opinions, and the policies
and procedures relating to auditing of accounts;

XI'V. The theory, principles and practice of comercia

accounting, and auditing conmmercial accounts;

XV. The nethods and procedures used to examne, verify, and
anal yze financial and operating records, statenents, and
reports subject to regulation or taxation;

XVI. Principles and use of data processing equi pnment and rel ated
financi al software;

The ability to:
XM I. Apply accounting and auditing principles and
procedures in conformance wth GAAP and GAAS;
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XM, Conduct a variety of audits of accounts and records,
anal yze data and draw sound concl usi ons;

XI'X. Analyze situations accurately and adopt an effective course

of action;
XX, Use conputer technology to verify, reconcile and interpret

financial records;
XXI. Understand, use and explain conplex |egal provisions in

conducting audits;
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XX . Resol ve conpl ex tax and regul atory requirement
pr obl erns;
XX, Consi der objectively the various presentations of

managenent and express an opi nion on these
present ati ons based upon independent judgnent as
qualified professional experts;

XX V. Comuni cate in clearly understandable witten and

spoken Engli sh;

XXV. Prepare and present clear, conplete, concise reports using
correct English grammar in a logical and convinci ng manner,
both verbally and in witing;

XXV . Establ i sh and nai ntain cooperative relations with

those contacted in the work.

M ni num Requi renents:

1. (nhe year of professional external auditing experience with
the Gty of Los Angeles in a position at |east at the |evel
of Auditor Assistant; or

2. a. G aduation froma recogni zed 4-year college or
university with at |east 24 senester or 36 quarter
units in accounting including at | east one courses in
audi ting; and

b. (ne year of experience as a Tax and Permt Field
Representati ve.

Li cense: Avalid California driver's license is required.

Physi cal requirenents: Strength to performaverage lifting of
15 pounds and occasionally over 25 pounds; arm hand, and fi nger
dexterity with at | east one hand involved in activities such as
reachi ng, handling, and feeling; good speaking and heari ng
ability; and good eyesi ght.

Persons with nedical limtations may, wth reasonabl e
accommodati on, be capable of performng the duties of this
class. Such determ nation nust be nade on an individual basis
inlight of the person's Iimtations, the requirenments of the
positions, and the appointing authority's ability to effect
reasonabl e accommodation to the person's limtations.

As provided in Gvil Service Comm ssion Rule 2.5 and

Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not

intended to declare what all of the duties and
responsibilities of any position shall be.
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