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Cl ass Definition

Under general supervision, perfornms Conm ssion-w de audit work

i nvol vi ng noderate responsibility, conplexity, and variety. Assi gned
to the Finance Departnment, but nuch of the work is done at field
| ocations. Conducts snaller, |less conplex audits of Conm ssion units
and outside contractors. Conducts routine Financial audits of petty

cash funds, bank accounts, and revenue-producing facilities to check
conpliance wth accounting requirenents and to determ ne financi al
results and trends. Conducts routine managenent audits of Comm ssion
units to inprove quality of nanagenent and check conpliance with
Comm ssion policies and procedures. Performs other related duties
as assi gned.

Exampl es of | nportant Duties

1. Conducts financial audits. Conducts routine financial audits of
petty cash funds, bank accounts, and revenue-producing facilities
(e.qg., recreation centers, parks). Reviews organization of

accounting records and supporting docunent ati on. Conducts
physi cal inventories of supplies and equipnment. Conpares
accounting records agai nst source docunents and physi cal

i nventory. Conputes totals and bal ances to verify accuracy of
records. ldentifies accounting errors, fraud, |egal violations,
and ot her inproper practices. Develops constructive
recommendati ons to correct deficiencies. Wites reports.

2. Conduct s managenent audits. Conducts routine managenent audits of
Comm ssion units. Reviews records and supporting docunentation
regar di ng managenent practices (e.g., purchasing, personnel,
mai nt enance of facilities and equi pment, inventory). Conducts

i ntervi ews and surveys. Inspects facilities and equi pnent.
Anal yzes data. Checks conpliance with Commi ssion policies and
procedures. ldentifies ineffective, inefficient, or inproper

managenent practices. Devel ops constructive recommendati ons to
correct deficiencies. Wites reports.

3. In concert with the Audit Supervisor, presents findings. Meets
with managers to present findings and recommendati ons from audits.
Answer s questions and di scusses corrective action.

4. Assi sts outside auditors. Provides general assistance to outside
auditors in conducting audits. Assenbles data, records, and
docunments. Makes conputations. Explains Comm ssion policies and
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Exanpl es of Inportant Duties (Continued)

procedures.

5. Provi des oversight to the fixed asset system Coordinates the
mai nt enance of the fixed asset system with the Data Center.
Observes annual physical inventory of supplies and equi prment by

Conmm ssi on units.

| nportant Worker Characteristics

A. Knowl edge of (1) accounting; (2) auditing; (3) business
adm ni stration; (4) Comm ssion organi zation;* (5) Conm ssion
policies and procedures;* (6) managenent; (7) parks;* (8)
recreation;* (9) statistical analysis;*

B. Skill in operation of (1) auto; (2) calculator; (3) 35nm canera.

C. Ability to (1) solve conplex problens involving many vari abl es;
(2) analyze data, (3) read technical reports and correspondence;
(4) wite technical reports and correspondence; (5) use proper
spelling, punctuation and grammar; (6) speak clearly and audibly;
(7) organize work efficiently; (8) provide courteous service; (9)
cal cul ate fractions, decimls and percentages.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

1. Bachel or' s degree in accounting, business adm nistration, or
rel ated subjects; or four years of experience in these areas,
whi ch was suppl enented by ei ght college courses in accounting; or

2. An equi val ent conbi nati on of education and experience.

3. Valid Maryland driver's license or the ability to acquire one.
Wor ki ng Condi ti ons

Most of the work is performed in an office environnment. Sonme work
wll be at field |locations and not in an office environnment. Enpl oyee
at times wll be required to work irregular hours, very late, very

early, weekends and Saturdays in connection with audits of Conm ssion
activities which occur outside of regular working hours. Mbderate
pressure to neet deadlines.



