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Management Excluded Job Description Template 
 

1. Position Identification 

Position Number 994373 

Position Title Manager, Internal Audit 

Department Internal Audit 

Reports to (title) Director, Internal Audit 

Classification Level ME10 

Current Incumbent  

Date (last revised) February 2019 
 

2. Department Summary  
The mandate, mission and scope of Internal Audit are described in Board policy GV0220: 

The mission of the Internal Audit department is to enhance and protect organizational 
value by providing risk-based and objective assurance, advice and insight.  Focusing 
on risk management practices to ensure that organizational risks are appropriately 
identified and managed, the IA department plays a strategic role in helping UVic 
achieve its objectives. The department also plays a key role in facilitating 
organizational communication and learning. It helps the organization accomplish its 
objectives by bringing an impartial, systematic and disciplined approach to evaluate 
and improve the effectiveness of risk management, control, and governance processes. 

 
The scope of the department’s activities includes determining whether the organization’s 
network of risk management, control, and governance processes, as designed and 
represented by management, are adequate and functioning in a manner to ensure: 

a)  Risks are appropriately identified and managed; 
b)  Interaction with the various management groups occurs as needed; 
c)  Financial, managerial, and operating data is accurate, reliable, and timely; 
d)  Employees’ actions are in compliance with policies, contracts, standards, procedures, 
and applicable laws and regulations; 
e)  Resources are acquired economically, used efficiently, and adequately protected; 
f)   Programs, plans, and objectives are achieved; 
g)  Quality and continuous improvement are fostered in the organization’s control 
process; and 
h)  Legislative or regulatory issues and changes impacting the organization are 
recognized and addressed appropriately and in a timely manner. 

 
 



Management Excluded Job Description Template 
 

 2 

3. Position Summary  

Mandate or core 
purpose of role 

The Manager, Internal Audit assists and supports the 
Director, Internal Audit in fulfilling the function’s mandate, 
helping to develop and deliver on the annual audit plan 
approved by the Audit Committee. Working in a team 
environment, the Manager also supervises the work and 
performance of staff and consultants, ensuring that it is 
completed in accordance with professional standards. 
 

Summary of roles, 
functions and areas 
of focus 

The Manager is responsible for performing a wide range of 
more complex audit, assurance, investigative and advisory 
engagements in support of effective governance, 
accountability and performance. The variety of engagements 
undertaken is diverse and includes assessments of the 
efficiency and effectiveness of various operations, financial 
processes and controls, IT systems and related controls, 
safeguarding assets, compliance with laws and regulations, 
providing advice on enhancing the University’s processes, 
and investigations (primarily relating to allegations of 
financial misconduct or misappropriations involving the 
university’s assets).  As an aid to management, the Manager 
has a significant role in ensuring high standards of internal 
controls and promoting the principles of sound financial and 
risk management at UVic. 
 
As audit activities must comply with professional 
standards as defined by various professional bodies (e.g. 
the Institute of Internal Auditors, the Information Systems 
Audit & Control Association, and / or or the Association 
of Certified Fraud Examiners), the Manager must be 
consistent in the application of these standards in the 
conduct of individual audit, investigative and advisory 
engagements. Likewise, the Manager oversees that such 
standards are appropriately complied with in respect to 
work undertaken by staff and / or consultants. 

 

4. Key Responsibilities and Expectations  

Key Responsibility Expectation 
Provide guidance, 
direction and 
oversee work 
performed by staff 
and consultants 

Provides guidance, direction and oversight of work 
assigned to and completed by staff or consultants on more 
complex engagements. In such situations, the Manager is 
responsible for the sufficiency, accuracy, and reliability of 
work performed. 
 

Conduct more The Manager ensures that individual projects are planned, 



Management Excluded Job Description Template 
 

 3 

complex audit 
engagements based 
on annual audit plan 
approved by the 
Audit Committee 

conducted and reported according to professional audit and 
assurance standards, and that all relevant issues and concerns 
are adequately identified, reviewed and discussed with 
auditee management, and resolved or appropriately included 
in the audit report.  The scope of the Manager’s activities 
includes: 
• Developing individual audit plans, and conducting 

and reporting on several concurrent financial, 
operational or IT audit engagements. 

• Conducting engagements and managing sensitive 
situations in an objective, professional and proficient 
manner, and applying strong judgment. 

• Preparing process flowcharts to identify and quantify 
business risks, ascertain control points and identify 
any potential weaknesses in the control environment. 

• Evaluating the adequacy and effectiveness of internal 
controls in safeguarding assets and managing risk. 

• Performing statistical or risk-based sampling to test 
controls. 

• Maintaining considerable subject matter expertise in 
audit and related fields, and ensuring that 
engagements undertaken by Internal Audit require 
credible specialists with valid professional accounting, 
audit, IT or other designations. 

• Communicating with auditees in a clear, persuasive 
and constructive manner. 

• Enhancing the professional credibility of the Internal 
Audit function by handling diverse opinions in an 
objective manner, and fostering an environment of 
trust and transparency with clients. 

• Producing comprehensive and balanced reports for 
management and the Audit Committee.  

• Ensuring that project work meets professional 
assurance standards, performance targets, approved 
budgets and timelines, including employing timely 
and effective communication with client management. 

Provide advisory and 
consulting services 

The Manager, Internal Audit may conduct or provide 
guidance and direction to staff or consultants in 
conducting advisory engagements, and will: 
• Prepare the requisite Terms of Reference outlining the role 

Internal Audit may fulfill in meeting the client objectives. 
• Evaluate and assess business, resource, compliance and 

reputational risk, with a primary focus on business 
processes and controls’ economy, efficiency and 
effectiveness. This includes: 

o Assisting management in assessing technological 
or business processes, practices and projects; 

o Assisting in the design of new and improved 
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controls; 
o Providing a university-wide perspective to assist 

management in realizing synergy and collaborative 
opportunities for short and long term business 
improvement; 

o Conducting pre-implementation reviews of new 
systems and programs under development; and 

o Providing ongoing guidance and interpretation to 
management and staff or consultants during time-
constrained projects to ensure compliance with 
ministry guidelines and regulations, such as those 
related to capital procurement for major projects. 

Conduct forensic 
reviews and 
investigations 

Under the general guidance of the Director, the Manager, 
Internal Audit will: 
• Support and facilitate the safe disclosure of fraud or other 

illegal or inappropriate activities; 
• Conduct investigations into suspected fraudulent activities 

in a professional manner that does not impinge on the 
rights of any person under investigation, nor prejudice any 
possible future legal action (civil or criminal); 

• Securely retain available evidence to support future 
litigation; 

• Keep the Director (and thus Senior Executive and Audit 
Committee) informed of the investigation’s progress;  

• Prepare a report identifying the circumstances and causes 
of the fraudulent event, making recommendations for 
improved preventative and detective controls that would 
reduce the possibility of recurrence and risk of loss from 
similar fraudulent activities in the future. 

• Support, as necessary, any recovery or legal actions, or 
insurance claims, related to completed investigations. 

Conduct follow-up 
audits to examine 
status of 
implementation of 
past audit 
recommendations 

Using a risk-based approach and following an appropriate 
interval since the conclusion of an audit engagement, the 
Manager, Internal Audit may conduct post-audit reviews on 
more complex engagements to assess the effectiveness of 
management’s response in implementing new controls to 
address risks identified in a previously issued audit report. 
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Assist in the 
development of 
Internal Audit’s 
multi-year audit 
plan. 

The Manager will assist the Director, Internal Audit in the 
development of a rolling multi-year risk based audit plan. The 
multi-year audit plan is aimed at covering all significant risks 
through the identification and prioritization of all auditable 
areas based on an assessment of both inherent and residual 
risks from a financial, operational, business and reputational 
perspective.  In this respect, the Manager will: 
• Provide his/her perspective on risk classification and 

categorization; 
• Conduct research to identify new and emerging risks; and 
• Identify potential audit/advisory engagements for inclusion 

in the multi-year rolling audit plan.  

Support continuous 
improvement for the 
Internal Audit 
function 

In supporting continuous improvement within the Internal 
Audit function, the Manager will: 
• Keep current on new audit and related standards; 
• Update the Internal Audit Manual and contribute to the 

enhancement of the general toolset within the department; 
• Develop or assist in the development and implementation 

of new or revised procedures and protocols in support of 
an ongoing departmental quality assurance program. 

 

5. Other Factors 

Decision Making:  
 

Strategic: 
Strategically aligns decisions with UVic Objectives and 
Strategies, guided by professional judgment.  Assumes the day-
to-day responsibilities of the Director, Internal Audit when the 
Director is away on business or vacation. 
 
Complex Process and Control Analysis: 
Analyzes and assesses soft controls (values, culture, ethics, and 
integrity) and hard controls of policies and procedures within 
the control environment. Develops sound recommendations for 
new controls and measures to reduce risk. 
 
Non Repetitive: 
Many audit situations are unique and apart from application of 
strong analytical skills, flexibility, and sound objective 
judgment, the position requires the Manager, Internal Audit to 
have or obtain a sound understanding of the business or subject 
area under review. 
 
Wide Scope:  
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Working individually or in teams, performs all aspects of 
an audit from developing the audit approach, conducting 
detailed work, developing audit observations & 
recommendations. 
 
Independence: 
Internal Audit, by policy, is independent of operations, and  
Internal Audit activities are conducted separate from 
management influence, guidance or direction.  
 
Coaching/Guidance: 
This may come from the Director Internal Audit or through 
organizational mandate (e.g. University Act, Strategic Plan, 
Service Plans, Calendar and policy). However, guidance is by 
and large self-researched through review of laws, regulations, 
contracts, policies, and professional standards. 
 
Managerial: 
Provides assistance and advise to the Director, Internal Audit 
on: 
• Recruitment of staff and / or contracting of consultants; 
• Evaluating the performance of staff (annually as well as 

for each individual engagement); and 
• Day to day departmental administrative matters. 

 
Human Relations  Internal Audit is a department that by policy has influence but 

no control.  The success of Internal Audit relies on internal and 
external relationships. Effective relationship building and 
diplomacy are key requirements. As the role deals with 
sensitive and confidential matters, using discretion and 
judgement while maintaining independence and objectivity are 
key requirements for this position.   
 

Internally the primary contacts are members of the executive, 
management and staff at all levels within the activity that is 
subject to audit. The position could also have interactions with 
members of the Board of Governors’ Audit Committee. 
 

Externally, the role liaises with peers and a variety of peer 
groups including but not limited to Internal Audit staff at other 
Universities, government, Crown Corporations, other public 
sector organizations, and the private sector. 
  

Accountability  The Manager reports directly to the Director, Internal Audit, 
and staff or consultants may report to and work under the 
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6. Summary of qualifications and job specific competencies  

Qualifications and 
experience 

• A recognized audit / accounting designation, and a 
minimum of five years of solid, progressive, post 

guidance/direction of the Manager.  Day-to-day project related 
work is highly independent and requires strong initiative and 
decision making ability. 
 
Audits are required to be conducted in compliance with 
professional standards.   
 
Recommendations/advice relating to strategy, infrastructure, 
systems implementation or changes, or large operational, 
business and ancillary departments may have a multi-million 
dollar financial impact on the University. 
 

Financial and 
Resource 
Management  

In a delegaste capacity, the Manager will be responsible for 
departmental signing authority in the director’s absence. 
 
The Manager wil also have signing authority up to $50,000, for 
day-to-day expenses and also for the payment of contracts / 
consultants.   

Supervisory 
Responsibility  

Direct reports: While working as a team on complex 
engagements, the Senior Internal Auditor, other staff and  / or 
consultants may report to and work under the 
guidance/direction of the Manager. 
However, informal guidance and advice is provided on a more 
routine basis to audit clients in the areas of improvements in 
financial, business & IT related controls. 

Safety  • Supports the operation of the safe disclosure process for 
the University. 

• Responsible for providing a safe work environment for 
assigned staff and ensuring that these staff have the tools 
and information necessary to practice safely and 
participate in safety-related activities. 

Equity  • Contributes to the equity plan through open, fair and 
equitable hiring practices. 

• Adheres to the Institute of Internal Auditors code of 
conduct and ethics.  Displays respect for the capabilities, 
skills and contributions of all individuals (Internal Audit as 
well as client staff). 
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qualification experience (including in a supervisory role) 
in leading and managing operational audits and performing 
a range of internal audit related functions; or an equivalent 
combination of education, training and experience.  

• Extensive experience in analysis of business, IT and 
management control processes, and in recommending 
and/or leading change initiatives. 

• Experience in risk assessment within higher education or 
other large complex organization. 

• CIA, CISA, or CFE designation(s) are highly desirable. 

Key job-specific 
competencies 

• Extensive demonstrated knowledge of complex business 
processes in a range of different industries or business / 
operational environments.  

• Demonstrated exposure to Enterprise Resource Planning 
(ERP) systems. 

• Demonstrated experience in the use of analytical software 
such as ACL, IDEA, Tableau or SAS. 

• Excellent written and verbal communication skills 
complemented by creativity, problem solving, and 
analytical skills. 

• Strong interpersonal skills and an ability to 
influence/initiate change affecting technology, work 
processes, and/or people. 

• Proficient in MS Office / Windows-based business 
applications (Word, Excel, PowerPoint, Visio). 

 

 
 
Date of Completion: ________________________________ 
 
 
Signature of Incumbent: _____________________________ 
 
 
Signature of Director: _______________________________ 

Director 
Internal Audit

Manager 
Internal Audit

Senior Internal 
Auditor


