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Summary of Duties : Audits accounting and related records of a variety
of tenants, businesses, and organi zations to determ ne the accuracy of
revenue paynments to Gty departnments or to verify the status of
nonprofit organizations; audits Gty departnents to determne the
accuracy of departnental accounts and adequacy of internal controls;

or supervises the above work and perforns the nore difficult and
conpl ex audits; and does rel ated work.

D stinguishing Features : The work of an Auditor involves field

audi ting of business or nonprofit organi zations, which requires
nmeeting and working wth executives, Gty government officials, vessel
owners, concessionaires, |essees, permttees, and persons engaged in
conmer ci al and governmental accounting work. An enpl oyee of this class
nmust be able to recogni ze, within reason, inconsistencies, errors, and
falsifications in the records which are being audited. Auditors
normal | y work under the supervision of a Senior Auditor who nakes

assi gnnents, may check the work while an audit is in progress, and
reviews the Auditors' reports and recomrendati ons.

A Senior Auditor is responsible for the devel opnment, inplenentation
and mai ntenance of an audit program and supervises a group of Auditors
and/ or accounting and ot her enpl oyees. An enpl oyee of this class nmay
al so serve as chief accounting enpl oyee for a snall departnment. The
work of a Senior Auditor requires frequent meetings wth owlers, heads
of organi zations or their representatives, and heads of Gty
departnents. An enpl oyee of this class nust exercise considerable

i ndependent judgnent, initiative, and ingenuity in assigning work,
devel opi ng procedures, and in analyzing and interpreting financia
records and reports of audits. A Senior Auditor nornally receives
supervi sion through established policies, verbal and witten

assi gnnents, conferences, and review of audit and progress reports.

The work of these classes is distinguished fromthat of the Tax
Auditor series in that the latter requires a special know edge of
pertinent tax |aws, ordinances, rules, regulations, and court

deci sions and | egal opinions to determne Gty business, cigarette,
transi ent occupancy, sales, and use taxes.

Exanples of Duties : Auditor : Audits accounting and rel ated records of
busi ness firns, vessel owners, |essees, permttees, concessionaires,
charitabl e and other nonprofit organizations, and Gty departnents,
bot h budgetary and i ndependent; meets with owners, chief executives,
and other representatives of such organi zati ons and arranges audits;
exam nes journals, |edgers, invoices, contracts, reports of CP.A and
publ ic accountant audits, corporation mnutes and other rel ated
records; prepares working papers and consolidates findings on




prescribed forns; prepares narrative reports as needed; anal yzes

di fferences between paynments made and audit findings; explains
appropriate ordi nances, regul ations, |egal opinions, and policies to
officials of organizations and busi nesses bei ng audited; suggests
possi bl e i nprovenents in methods of accounting and record- keepi ng;
anal yzes operating efficiency of tenants and nmakes reconmmendati ons;

Audits ships' nmanifests, dock receipts, delivery orders, railroad
waybi | I's, bills of lading, and other records of steanship conpanies
and termnal operators to determne the accuracy and adequacy of
whar f age, denurrage and storage paynents to the Gty; audits the
records of |unber conpanies to verify dockage, storage and wharfage
reports; audits records of holders of percentage |eases and permts to
ascertain the adequacy of paynment to the Gty; audits records of oi
conpanies to determne conpliance with oil royalty contracts;

Makes field audits of Gty departnents; reconciles accounting records
wi th supporting docunents; tests inventory and payroll records; nakes
cash counts; exam nes systens of accounting and internal control;

Audits records of charitable organizations to determ ne confornance to
Gty ordinances and policies regulating charitable solicitations;
audits corporations to determne nonprofit status for exenption from
Gty business taxes and permt fees; recomrends standardi zed
accounting nethods for funds raised through charitable solicitation;
audits nonthly Incone and Expense Statenents of bingo gane |icensees
to determne accuracy of statenents and consequent percentage fees due
the AQty;

Revi ews the records of concessionaires and | essees at recreationa
facilities, such as boat rental operations, restaurants, and
refreshnent stands; reviews fee schedul es in concessionaire contracts
and rel ate these to operating conditions; recommends changes in
specifications and rate structures;

Audits invoices, waybills, taxi-cab dispatches and driver-owner
records, cable television and other franchises granted by the Gty,
affirmative action and enpl oynment records, social benefits, financial
statenents, clains of anbul ance permt hol ders, records of parking | ot
operations, records of grant operated agencies and other records to
determ ne the adequacy of revenue paynments or to verify conpliance
with contracts, agreenents, or local, state or federal rules and
regul ati ons;

Makes field and office audits of airport tenants and ot her users of
airport facilities to determne the adequacy of revenue paynents and
related reports; reviews airline landing reports, sales records, and
shift reports of parking operations; and reviews | eases and operating
agreenents for conpliance to terns thereof.

Senior Auditor : Supervises a group of Auditors engaged in the above
wor k; personally perforns difficult and conplex audits; prepares audit




requests and assigns Auditors to performthe audits; personally
conducts large audits requiring several Auditors, and in connection
with these and other audits nmakes prelimnary arrangenents wth

busi ness owners or their representatives for time, space, and

equi prent to conduct audits; plans audit procedures; assigns tasks to
Auditors; reviews the work of Auditors and advi ses themregardi ng
difficult problens; prepares or supervises the preparation of audit
reports; reviews departnental internal control procedures; review and
approves mleage and work reports; devel ops new sources of revenue;
interprets rental provisions in | eases; conducts internal audits to
determne the condition of petty cash and nailing service funds, and
equi prent and parts inventories; investigates the financial status of
i nsurance conpani es applying for permssion to wite insurance on
carriers for hire and prepares recommendati ons for departnmental
approval ; prepares annual cost studies and year-end financial reports.

Both O asses : May occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications :

Seni or
Knowl edges : Audi t or Audi t or

Theory and practices of comrercial and
government al accounting; and Generally
Accepted Accounting Principles (GAAP.) Good Good

Audi ting procedures, including nmethods used

to examne, verify, and anal yze financia

and operating records, statenents, and

reports; standards for the professiona

practice of Internal Auditing (Institute

of Internal Auditors); and Generally

Accepted Auditing Standards (Anerican

Institute of Certified Public Accountants) Good Good

Accounting systemand financial structure
of the Aty; Wr ki ng Good
Gty Charter provisions, ordinances, court
decisions, and Gty Attorney opinions re-
lating to franchise requirenents; Good
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Seni or

Know edges (Cont)
Audi tor
Audi tor

Principles and practices of supervision;
Good

Safety principles and practi ces;
Good

Laws and regul ations relating to equa
enpl oynent opportunity and affirmative
action;

Wr ki ng

Gty personnel rules, policies and pro-
cedur es;
Gener a

Menor anda of understanding as they apply
t o subordi nat e personnel;
Gener a

Abilities:

Prepare detail ed and conpl ex audit worki ng
papers and audit reports;
X X

Qper ate cal cul ati ng machi nes and nake
rapi d and accurate conputations;
X X

Under st and, use, and expl ai n conpl ex | egal
provi sions in conducting audits;
X X

Exer ci se good judgnment, courtesy, and tact
when entering business offices and receiving
office callers;

X X

Mai ntai n good interdepartnental rel ations;
X X

Pl an, organi ze, direct, coordi nate and

control a group of professional

enpl oyees engaged in auditing duties.
X

Gaduation from a recogni zed four-year college or university with specialization i
account ing, and at least one course in auditing, is required for Auditor. Si
months of experience in financial auditing may be substituted for the course i

x
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audi ti ng.

Two years of professional experience as an Auditor, or in a position which is a

least at that l|level which provides financial auditing experience is required fo
Seni or Auditor.

License: Both dQasses: Avalid California driver's license is required.

Physi cal Requirenents : Both dasses: Strength to performlifting up to five pound

and occasionally over fifteen pounds; good speaking and hearing ability; and goo
eyesi ght for cl ose work.

Persons wth handicaps may be capable of performng the duties of some of th
positions in these classes. Such determnation must be nmade by the medi cal exam ne
on an individual basis.

As provided in Avil Service Commssion Rule 2.5 and Section 4.55 of th
Adm nistrative Code, this specification is descriptive, explanatory an
restrictive. It is not intended to declare what the duties an
responsi bilities of any position shall be.
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