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Job title			:	Audit Officer
Duration of contract		:	6 months 
Department			:	Internal Audit
Salary				:	Negotiable
Reporting to			:	Project Director(PMO)/Director, Internal Audit
Age				:	36 years maximum(age limit will be relaxed in case of potential candidate)
Job nature			:	Contractual
Duty station			:	Dhaka


Job Purpose:
The Audit Officer is responsible to ensure that BDRCS’s PMO is fully compliant with internal policy and procedures and donors’ rules and regulations. The post holder will ensure sound financial monitoring by planning and executing both scheduled and ad hoc audit assignments including donor compliance, internal control assessments, verification of expenditures and records and fraud investigations. S/he will further assist in the planning and execution of internal audits and risk plans throughout BDRCS.

The job holder reports administratively to the Project Director and functionally to the Director of Internal Audit. S/he will also work closely with the remaining PMO office managers and counterparts to conduct audits, provide trainings, implement plans etc.

Duties and Responsibility:
· Provide inputs for annual internal audit and risk management planning
· Assist in setting up of audit, compliance and risk management systems for BDRCS
· Prepare PMO level risk-based internal audit plan/program and obtain approval of the Director of Internal Audit
· Perform regular audit reviews on PMO’s finance, logistics, programs, administrative and warehousing systems to timely identify and bridge control and risk gaps
· Conduct a risk-based pre-audit of procurement transactions and cash transfers to the office
· Carry out reviews and verification of grant records and expenditures to assess compliance with donor rules and regulations
· Review and report on the existence, adequacy and consistent implementation of internal financial controls
· Prepare periodic audit reports highlighting key issues that need higher management attention and present to the Director of Internal Audit
· Systematically track implementation of audit findings and recommendations
· Monitor status of prior audit recommendations by external auditors and partners/donor auditor, as per the plan agreed with the Director of Internal Audit
· Train PMO staff on key financial controls, donor requirements, risk management including anti-corruption policy
· Advise PMO management on risk management and control concepts & best practices
· Assist in performing loss/fraud investigations as deemed necessary
· Other duties and special projects as assigned

Person Specification:
Essential:
· Minimum Bachelor Degree in Accounting/Finance/Management with CACC
· Good understanding and knowledge of risk-based auditing, internal controls and risk management frameworks and best practices
· At least 3 years working experience in an audit function or related activities
· Honesty and integrity
· Self-motivated
· Good command of Microsoft Office package
· Good communication skills
Desirable:
· Certified Internal Auditor (CIA) Certification
· Thorough understanding of the principles and application of system of risk management and control processes and procedures
· Experience of Donor compliance monitoring
· Knowledge of humanitarian and development issues and concepts
· Knowledge of general accounting and financial systems and software
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Personal Qualities:
· Adhere to the 7 fundamental principles of Red Cross and Red Crescent movement
· Act at all times in accordance with the Code of Conduct
· Able to work in a team and respects opinions of others
· Assist the organization on occasion, in times of national, international, local emergencies or major disasters
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