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MINISTRY OF LABOUR AND SOCIAL SECURITY
LOCAL OFFICES 
JOB DESCRIPTION AND SPECIFICATION


	JOB TITLE:
	Senior Auditor

	BRANCH:
	Internal Audit

	SECTION:
	National Insurance Investment Secretariat

	REPORTS TO:
	

	MANAGES:
	N/A

	MANAGES INDIRECTLY:
	N/A




This document is validated as an accurate and true description of the job as signified below


_____________________________________                                              ________________________
Employee                                                                                                                          Date


________________________________                                                          ________________________
Head of Department/Division                                                                                            Date


_____________________________________                                                ________________________
Date received in Human Resource Division                                                                     Date 





1. STRATEGIC OBJECTIVES OF THE BRANCH:
· To provide independent, objective assurance to the Audit Committee and Management on the adequacy and effectiveness of the internal control, risk management, and governance frameworks across the Ministry, with a specialized focus on the National Insurance Fund's (NIF) investment activities.
· To evaluate and ensure the efficiency, transparency, and compliance of all operations in strict accordance with the Government of Jamaica's Financial Administration and Audit (FAA) Act, the Public Bodies Management Act, and relevant internal policies.
· To support the continuous strengthening of the Ministry's governance framework by providing actionable, evidence-based recommendations that enhance operational efficiency, improve transparency, and lead to demonstrable improvements in governance and controls.
1. JOB PURPOSE

To provide independent, objective assurance and consulting services designed to add value and improve the operations of the National Insurance Investment Secretariat. The incumbent is responsible for systematically examining and evaluating the adequacy and effectiveness of the internal control, risk management, governance, and compliance frameworks, particularly as they relate to investment activities and portfolio management. This role is critical for safeguarding the assets of the National Insurance Fund (NIF), ensuring adherence to all relevant Government policies and legislation, and providing actionable recommendations to the Audit Committee and Management.
 
1. KEY OUTPUTS
· Annual and engagement-specific Audit Plans and Programmes prepared.
· Comprehensive audit working papers prepared.
· Training/orientation manual prepared
· Actionable recommendations for process and control improvements made.
· Working papers prepared
· Quarterly performance review documents submitted
· Audit reports on investment operations and portfolio performance.
· Risk assessments and compliance reviews specific to investment activities.
· Reports submitted directly to the Audit Committee with findings, recommendations, and follow-up updates.
· Monitoring reports on implementation of investment-related audit recommendations.

1. Technical/Professional Responsibilities
· Provide independent assurance to the Audit Committee of the Investment Secretariat on the adequacy and effectiveness of internal controls, risk management, governance, and compliance frameworks in relation to investment activities, portfolio management, and related operations.
· Evaluate the efficiency, transparency, and compliance of investment processes in line with the Government of Jamaica’s FAA Act, Public Bodies Management Act, and relevant regulations.
· Prepares training /orientation manual for new members of staff within the department to aid in the efficient and effective performance of their duties.
· Provides advice/guidance to team leaders to ensure accuracy of information disseminated to subordinates and strong effective leadership.
· Reviews/reforms audit reports prepared by team leaders and submits these reports to relevant authorities through the Chief Internal Auditor. 
· Conducts audit of the financial statements of Fund’s Accounts to determine accuracy and reliability of information documented and adherence to the Accounting Standards.
· Conducts operational and compliance audits of key support functions that impact the Investment Secretariat, such as Accounts Payable and Payroll, to ensure adherence to the FAA Act and internal controls.
· Participates in internal audit meeting at the Ministry of Finance and Planning and the Ministry of Labour and Social Security as required for updates on new developments and overall audit performances/issues.
· Prepares annual audit plan to support operational plan and interim time-budget based assignments.
· Assists in ensuring the security of audit files to enhance more effective time management and prudence in the performance of assignments.
· Assists in the follow-up of audit queries to ensure deficiencies are corrected, improved, procedures are implemented and internal controls are being adhered to.
· Conducts complex audits of investment activities, including due diligence reviews, monitoring of portfolio performance, and compliance with the NIF’s investment policy guidelines.
· Evaluates the adequacy of risk management systems in relation to market risk, credit risk, operational risk, and liquidity risk within the Secretariat.
· Examines investment contracts, transaction records, and supporting documentation to ensure compliance with internal policies, government regulations, and international best practices.
· Reviews and provides assurance on the Secretariat’s procurement and contracting processes related to investment projects.
· Prepares comprehensive reports with findings and recommendations for improvement, and submits these directly to the Audit Committee and the Chief Internal Auditor.
· Tracks and reports on the status of corrective actions to ensure timely implementation of recommendations, especially those impacting investment governance and fiduciary responsibilities.
· Provides quarterly and annual audit updates to the Audit Committee of the Investment Secretariat, highlighting risks, control weaknesses, and remedial actions taken.
· Advises the Audit Committee on emerging risks in the investment environment, including compliance with GOJ Public Investment Guidelines and Procurement Regulations.
· Supports the Secretariat in strengthening its governance framework by recommending improvements in internal controls, policies, and procedures.

1. Administrative Responsibilities

· Prepares the annual audit plan and interim time-budget-based assignments for the Investment Secretariat portfolio.
· Provides advice and guidance to team leaders and junior audit staff to ensure accuracy of information and effective leadership on audit engagements.
· Reviews audit reports prepared by team leaders and submits them to the Chief Internal Auditor for final review.
· Assists in ensuring the security and proper management of all audit files and working papers.

1. Human Resource Responsibilities 
· Provides leadership to audit teams on an engagement basis through effective planning, delegation, and communication of duties.
· Manages the welfare and development of junior staff during audit assignments through coaching, mentoring, and providing performance feedback.
· Participates in the recruitment of staff for the department as required.
· Ensures that staff assigned to audit teams are aware of and adhere to the policies, procedures, and regulations of the Ministry and the auditing profession.
· Recommends training and leave in accordance with established Human Resource Policies and Procedures;
· Identifies skills/competencies gaps and contributes to the development and succession planning for Staff to ensure adequate staff capacity;
· Monitors the performance of staff and facilitates the timely and accurate completion of the staff annual performance appraisals and other periodic reviews;
· Ensures the well - being of staff supervised;
· Effect disciplinary measures in keeping with established guidelines/practices.
· Maintains customer service principles, standards and measurements;  
· Monitors and evaluates the performance of staff to ensure timely resolution.
1. Other Responsibilities

· Performs other related duties as assigned by the Ministry of Labour and Social Security/National Insurance Investment Secretariat.

1. PERFORMANCE STANDARDS

· Confidentiality and integrity are exercised in the performance of duties
· Risk assessment is conducted in accordance with government audit procedures
· Audit recommendation leads to improved operations
· Audit plans and programmes are comprehensive, accurately prepared, submitted within the agreed time frame and budget in accordance with established policies and procedures
· Working papers and reports are accurate, clear and concise and prepared in accordance with established guidelines
· Operational plan is prepared within established format, time frame and supports the strategic objective of the Ministry
· Recommendations/Advice are sound and are in accordance with established guidelines
· Findings are accurate and supported with audit evidence
· Welfare of staff is clearly identified and addressed
· Audit reviews of investment activities are accurate, timely, and meet professional standards.
· Reports to the Audit Committee are clear, evidence-based, and provide actionable recommendations. 95% of reports are submitted within the agreed timeframe (e.g., 15 working days) after the completion of fieldwork. Audit reviews are accurate, timely, and meet professional standards.
· Risks in investment operations are identified early, with effective recommendations provided and monitored. Assessments are conducted in accordance with government audit procedures and professional standards.
· Recommendations adopted by the Audit Committee lead to demonstrable improvements in investment governance and controls.
· Follow-up reviews are conducted for 100% of high-risk findings within the agreed timeframe (e.g., 6 months). Status reports accurately reflect the implementation progress of corrective actions.
· Performance appraisals completed on time; training needs identified annually


1. INTERNAL AND EXTERNAL CONTACTS 

Internal Contacts 

	Contact (Title)
	Purpose of Communication 

	Chief Internal Auditor
	For reporting, supervision, and strategic direction.

	Audit Committee of the Investment Secretariat
	To provide independent assurance, present findings, and submit reports.

	Management and Staff of the Investment Secretariat
	To conduct audits, gather information, and discuss findings and recommendations.

	Other Divisional Heads (e.g., Finance)
	To obtain information and clarification during audits.

	HRM&D Division
	Staff training, discipline, and appraisal processes




External Contacts

	Contact (Title)
	Purpose of Communication 

	Auditor General's Department
	To collaborate on audits and share information as required.

	Ministry of Finance and the Public Service
	For guidance on financial regulations and public investment guidelines.

	External Auditors
	To coordinate audit activities and provide necessary information.

	Investment Managers, Custodians, and other Financial Partners
	To conduct audits of investment activities and verify transactions.




1. AUTHORITY

· To sign off on audit working papers.
· To prepare and sign draft audit reports for review by the Chief Internal Auditor.
· To determine the specific audit actions and tests to be conducted during an engagement.
· To authorize the validation of any system revised or implemented based on audit recommendations.
· Recommendations 
· leave
· disciplinary action of immediate staff
· promotion of immediate staff

1. REQUIRED COMPETENCIES

Core
· Excellent analytical and problem-solving skills.
· High level of integrity and confidentiality.
· Good presentation, oral, and written communication skills.
· Good planning and organizing skills.
· Ability to lead and work effectively in a team.

Technical 
· Excellent knowledge of auditing standards and procedures, including value-for-money audits.
· In-depth knowledge of the Financial Administration and Audit (FAA) Act and the Public Bodies Management Act.
· Strong understanding of investment principles, portfolio management, and financial risk assessment.
· Excellent knowledge of the organization's policies and procedures.
· Working knowledge of relevant computer applications and audit software.

1. MINIMUM REQUIRED EDUCATION AND EXPERIENCE

· First Degree in Accounts, Finance, Business Administration, Management, or Economics.
· ACCA Fundamentals or equivalent professional certification.
· Over five (5) years of experience in an auditing or specialized financial area.

1. SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Extensive travelling may be required to visit investment partners, portfolio companies, and for investigations.
· Work may be carried out in volatile communities depending on the nature of the investment or investigation.
· High-pressure environment with strict deadlines.
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