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London Borough of Bexley

Job Title:	Trainee Audit Practitioner (with formal qualifications attached)(Career grade)
Directorate:	Finance & Corporate Services
Department:	Audit, Risk and Insurance
Location:	Civic Offices, 2 Watling Street, Bexleyheath, DA6 7AT
Reports to:	Internal Audit Manager 
Contract:	Fixed Term (24  months whilst studying towards level 4 qualification)
	(Potential 25-40 months whilst studying level 6)
	(Potential 41 to 60 Months whilst studying CMIIA
Grade :	Studying Level 4 – Trainee Audit Practitioner  – Bexley03
	Studying Level 6 – Audit Assistant  – Bexley05
	Studying Chartered Internal Auditor  – Auditor – Bexley07
	On qualification – Senior Auditor  Bexley 10-12
	2 years post qualification – Principal Auditor Bexley 15
Qualification:	Internal Audit Technician/Foundations of Internal Audit (FIA)  (Level 4)
	Internal Audit Professional/ Certified Internal Auditor (CIA)  (Level 6)- when released 
	Chartered Internal Auditor (CMIIA)
https://charterediia.org/learning/apprenticeships/

The Council is looking to recruit a Trainee Audit Practioner.   You will initially work towards a Level 4 Internal Audit  qualification (Foundations in Internal Audit/FIA) and once qualified and competent progress onto a Level 6 Internal Audit Professional qualification (Certified Internal Auditor) and subsequently  Chartered Internal Auditor (CMIIA) 
Please note: progression between the grades will be dependent on the individual’s ability to perform the job responsibilities as defined, meeting the personal criteria of qualification, experience and performance, the availability of the right level of work
Each qualification will be fully funded, and the successful candidate will be supported with off the job time for studying.  Once you have achieved the Level 4 qualification and assessed as Good or Excellent overall you may progress onto full time permanent employment with the Council or continue study and achieve salary progression in this role .  
This trainee role would ideally suit anyone who is keen to combine learning with working and want to become involved in the organisation’s internal audit and counter fraud service.  The ideal candidate will want to learn about internal auditing, controls assurance and risk management .  It is hoped the ideal candidate will want to continue learning and further development onto a higher qualification at the end of this apprenticeship.  
See Appendix A for career progression.
Main purpose of the placement:  
This apprenticeship opportunity will provide experience in internal audit, fraud, planning and organising, customer service, compliance, health and safety and information governance to meet the needs of both the organisation and apprenticeship standard.  Under supervision the trainee will provide day-to-day support and assistance in a wide range of areas of work undertaken by the department.   The trainee will be released from the workplace to attend college as required and will be expected to undertake all necessary studies to achieve the formal qualification which is part of the Government’s apprenticeship requirements.
Major Duties and Responsibilities: 
You will be able to demonstrate good communication and organisational skills.  As a trainee you will be supervised and developed to assist in the management of processes and responsibilities of the team by:
·  Liaise with staff and external  stakeholders as required to undertake internal audit assignments  
·  Prepare audit terms of reference for internal audit assignments including identifying key risks and developing an audit scope and approach
·  Prepare internal audit reports to a draft stage in the agreed format and to internal quality standards as laid out in the audit manual. 
·  Undertake internal audit follow up work to ensure agreed recommendations have been implemented in line with agreed timescales 
·  Research the activities being audited by walking through how they operate a task/process; and reviewing policy, processes and standards related to the activity being audited 
· Assist with data gathering, analysis and interpretation through face-to-face, email and other forms of data-gathering practises used in the Council 
· Documenting the business process and control environment and validating the process  
· Identifying and evaluating governance, risks, and controls through assessing what you find against governance policies and procedures set out in an organisation
· Performing tests and analysis to evaluate the effectiveness of controls (i.e. do the controls protect the organisation against the potential risks, as identified by the organisation, management, or internal control functions)
· Identify risks, vulnerabilities, and exposures and make practical recommendations for improvement 


The trainee will also be expected to:
· Shadow members of the team; work with colleagues, taking instruction and making notes 
· Attend regular monitoring sessions with supervisors, placement co-ordinators, college assessors/learning coaches.
· Work towards performing a range of level 4 duties which include specific tasks related to the formal qualification.
· Meet the needs of the college and qualification by meeting deadlines and action plans and being available for observations in the workplace.
· Assist in communicating with both internal and external customers to the standard expected using a range of communication methods (verbal, written, telephone, email, letter etc).
· To work towards learning how to always deliver an acceptable level of customer service.
· Learn how to research and collate basic data/information required both in the workplace and at college
· With supervision aim to learn how to make the best use of appropriate ICT systems including the Council’s systems, email and other software packages such as MS Word, Excel and any other package to provide an efficient and effective service.
· Under supervision comply with the use of ICT systems to ensure data protection, GDPR, filing structures, accessibility, equality, privacy and legal guidelines are adhered to
· Report to supervisor if agreed timescales, targets and service standards cannot be met.
· Be interested in learning and providing general information and advice regarding the services provided by the team and be willing to contribute with ideas to grow the scheme.
· To assist and shadow any other duties that may be reasonably required both in the workplace and as part of the qualification.
· Be responsible for their own personal health and safety requirements and if other concerns are identified, inform a suitable person.
Qualifications:
The fixed term role may lead to a permanent post if the individual successfully completes level 4 qualifications alongside an assessment as Good or Excellent overall but included scope for progression while studying the Level 6 and Chartered Internal Auditor qualifications.  Details of the qualifications can be found by clicking the following links:
https://charterediia.org/learning/apprenticeships/




Knowledge, Willingness to Learn and Desire: Person Specification
Education
	Selection Criteria
	Essential or Desirable
	Method of Assessment

	5 GCSEs at A-C/4-9 level in English, ICT and Maths or equivalent 
	Essential
	Application Form

	2 A levels or equivalent
	Essential
	Application Form


Formal Training
	[bookmark: _Hlk24720975]Selection Criteria
	Essential or Desirable
	Method of Assessment

	Secured training provider placement to study on a part time basis formal qualification as part of the apprenticeship
	Essential
	This will be organised by the organisation for the successful candidate


Relevant Desire to Learn
	Selection Criteria
	Essential or Desirable
	Method of Assessment

	Demonstrate basic commitment and knowledge of the scheme and qualification with a desire to gain a formal qualification and on-the-job learning
	Essential
	Application Form/Interview

	Ability to learn and adopt organisational procedures and follow legislative guidelines whilst maintaining confidentiality and sensitivity in all circumstances.
	Essential

	Application Form/Interview

	Work towards learning ICT packages to input and manipulate data, which will include Word, Outlook, Excel and relevant bespoke software
	Essential
	Application Form/Interview

	Work/voluntary experience with customers and budgets  
	Desirable
	Application Form/Interview

	Must want to aspire to having good written and verbal communication skills and the ability to pay attention to detail with a good level of customer service.
	Essential
	Application Form/Interview

	Want to be part of a successful team and learn more about the world of internal audit and fraud.
	Essential
	Application Form/Interview

	Be able to work remotely, unsupervised for part of the working week.
	Essential
	Application Form/Interview

	Happy to be a member of the Chartered Institute of Internal Auditors (CIIA)
	Essential
	Interview




Appendix A
Trainee Audit Technician starting with Level 4
	Level
	Level 4 Trainee Entry
	Progression after successful completion of level 4
	Possible Further Progression on completion of level 6
	Possible further progress on achievement of professional qualification (if opportunity allows) 

	Approximate Duration
	

1-24 months
Level 4 Audit Practitioner Apprenticeship
	
Level 6 
25-40 months
Level 6 Internal Auditor Professional Apprenticeship

	
Chartered Internal Auditor (CMIIA)
41 to 60 months 
	N/A

	Grade
	Bexley 03 tbc
	Bexley 05 tbc 
	Bexley 07 tbc
	Bexley 10-12 tbc
Bexley 15 on completion of two years post qualification experience  if an opening is available. 

	Doing
Knowledge
	Learning on-the-job.  Shadowing experienced Internal Auditors
Supported and supervised regularly by LM and/or buddy/mentor
Ability to interpret Bexley’s policies and procedures.
Ability to demonstrate resilience skills
A commitment to working in a challenging environment.
Beginning to understand statutory legislation required in the role
Good knowledge of customer service, meeting customer needs, active listening and good communication skills (written and verbal).
Greater understanding of Global Internal Audit Standards. 
Following organisational processes, being compliant without being prompted.
	Have comprehensive knowledge and understanding of the team’s objectives.  Shown ownership of tasks, be able to plan and organise own workload both in work/college.
Be able to support the team and make decisions.
Comfortable handling of difficult situations/people and relaying unfavourable findings
Managing clients relationships , 
Showing resilience, knowledge of internal audit and risk management .
Contributing to Council strategies.
Having good knowledge of Council systems. 
Be ambitious to challenge the norm, share innovative ideas and have a desire to progress into permanent employment or progression into more senior roles within the organisation.
	Possible progression to:
More senior role within the team
Undertaking more complex assignments and working on own initiative 
Undertake audit scoping and planning work 
Support will be given to become CMIIA certified.




	In line with requirement for a principal auditor, and once the individual has two years post qualification experience, can apply for the Principal auditor role (Bexley 15) if available. 
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