AUDITOR 4

SUMMARY:

The Tennessee Department of Human Services (TDHS) is responsible for administering numerous
programs and services to nearly two million Tennesseans, including but not limited to, Families First, the
state’s Temporary Assistance for Needy Families (TANF) program, Supplemental Nutrition Assistance
Program (SNAP, formerly known as the Food Stamp program), Child Support, Child Care Licensing and
Assistance, Adult Protective Services, and Rehabilitation Services. TDHS has nearly 20 funding streams
and operates a budget over $3 billion.

Under general supervision, an Auditor 4 is responsible for several teams of professional sub-professional
personnel in accomplishing financial, compliance, operational and/or program audits or acting as an
assistant director of audit. Assignment to a specialty without supervisory responsibilities is provided for
in rare cases such as in acting as special auditor on uniquely difficult and problem audits or serving as
the only auditor in a small department.

EDUCATION/EXPERIENCE:
A bachelor’s degree in Accounting, with the ability to sit for CPA exam, and experience equivalent to five
or more years of full-time professional auditing work.

OR

A Certified Public Accountant with the State of Tennessee and experience equivalent to four years of
full-time increasingly responsible auditing work.

Master’s Degree and experience in public sector a plus.

PRINCIPAL DUTIES AND RESPONSIBILITIES:

e Assists audit director in creation/analysis of departmental risk assessment documentation to
ensure compliance with the Financial Integrity Act.

e Leads assigned subordinates in conducting compliance audits of State departments, agencies,
institutions, schools or private agencies receiving state or federal funds to determine statutory
compliance.

e Leads assigned subordinates in conducting operational audits of state or private agencies to
evaluate the efficiency and effectiveness of various programs.

e Examines organizational structure, managerial practices, policies and procedures and record-
keeping procedures to ensure compliance with federal and state regulations.

e Examines documentation including but not limited to, financial statements, bank statements,
balance sheets, purchase invoices and payroll records to ensure compliance with federal and
state regulations.

e Reviews the work of assigned subordinates to ensure accuracy and completion.

e Analyzes internal controls during the course of regular audits or risk assessment analyses to
identify adequacy of controls.

e Conducts research on federal, state and departmental policies, procedures, rules and

regulations to develop audit programs for testing.



Gathers information from external and internal auditees to gain understanding of their
operations.

Prepares draft audit narrative reports from work paper summaries under general supervision, to
document audit results, clearly communicate results, and make recommendations for corrective
actions.

Conducts and assists with special assighnments, audits, and investigations as required.

Conduct performance evaluations of assigned subordinates.

Prepares work papers and supporting documentation from a review of records and other
auditing resources to identify legal, financial, compliance, and/or administrative problems or
discrepancies under general direction.

Acts as a subject matter expert for assigned supervisors, management, and internal and external
business partners to provide advice.

Advises supervisor on possible changes that need to be made to auditing plans based on an
expert understanding of a given auditing environment.

Makes suggestions to assigned supervisor on appropriate adjustments to assigned audit
program(s).

Interprets departmental policies, procedures, rules, and regulations for internal and external
auditees.

Interprets departmental policies, procedures, rules, and regulations for assigned subordinates.
Generate risk assessments to be evaluated by assigned supervisor related to audits to be
conducted.

Document assigned subordinates’ performance on an on-going basis to support performance
evaluation.

Communicates with co-workers and assigned subordinates to assist with problem solving and
resolution.

Notifies management of systemic complaints and problems to obtain resolution.

Responds to inquiries for information from upper management personnel.

Brainstorm workflow and process improvement with co-workers, and assigned supervisor to
enhance workplace efficiency and comply with audit suggestions.

Assist with Interviews and selection of candidates to fill assigned vacant positions.

Make recommendations to supervisor regarding assigned subordinates retention, reallocation,
and/or termination.

Establish and maintains a variety of personal contacts with departmental officials, agency
representatives, attorney, associates, supervisory staff and others to foster good will and
enhance trust.

Communicates with internal and external customers in a friendly and courteous manner to
promote healthy relationships and provide exceptional customer service.

Conducts themselves in a professional manner during the course of assigned duties.

Delegates work assignments to assigned subordinates to ensure efficient and timely completion
of audit assignments.

Communicates with auditee, vendors, and other outside entities to exchange and /or obtain
auditing information.

Provides coaching and development for subordinates to assist in personal development.



Demonstrates proactive approaches to problem solving and decision making.

Proficient using Microsoft Office, EXCEL, Word, Outlook, as well as generating reports, electronic
spreadsheets; utilizing electronic mail and other devices to facilitate communication with the
internal and external customers.

Organizes, plans, and prioritizes work to ensure timely responses.

Organizes resources and preliminary audit work as necessary to conduct assigned audit(s).
Performs administrative duties, manage subordinates time and leave request as required,
review and approves leave/overtime request for assigned subordinates based on departmental
guidelines.

SKILLS:
This position requires:

Competencies in: listening, personal integrity, trust, ethics, values, time management, oral and
written communications, composure, approachability, planning, prioritizing, learning, comfort
around senior management, and business Acumen.

Advanced knowledge of: auditing principles and practices, accounting principles and practices,
mathematics (Algebra, Statistical Sampling), basic knowledge of office productivity software
(Microsoft Office Suite), knowledge of administrative and management principles and theories,
clerical procedures, personnel management and human resource policies as it pertains to
supervision, coaching, and mentoring practices.

Intermediate skills in: reading, writing, monitoring, quality control, systems analysis, public
speaking, active listening, critical thinking, time management, social perceptiveness, and service
orientation.

Abilities: Intermediate mathematical reasoning, oral and written comprehension, written
expression, deductive reasoning, basic problem solving, basic speed of work closure, speech
clarity and recognition.

COMPENSATION INFORMATION:
Commensurate with qualifications.

Eligible applicants may send resumes to:
Luciana Fuller

Audit Services

TN Department of Human Services

400 Deaderick Street, Citizen Plaza Building
Nashville, TN 37243

Luciana.Fuller@tn.gov



mailto:Luciana.Fuller@tn.gov

