
 

 

POSITION DESCRIPTION 
 

 
Job Title:  Audit Assistant     Date: Feb. 2010 
 
Reports to:  Director, Internal Audit                                     Incumbent:  To be determined 

 
PURPOSE OF THE POSITION 
 
The Audit Assistant is accountable for gathering background information for audits, performing 
the audits under supervision and supporting the Director, Internal Audit in the development of 
the audit findings and draft audit reports for Enterprise Cape Breton Corporation (ECBC) and all 
of its subsidiaries.  
 
The principal objective of the Audit Assistant is to assist management of the Corporations to 
achieve and maintain efficiency and effectiveness in its operations, with due regard for 
economy, to assist with reporting on the degree of compliance with established policies, 
procedures, plans and applicable laws and regulations, and to assist with the review of control 
exercised over assets and expenditures. 
 
SPECIFIC RESPONSIBILITIES 
 
- Assists the Director, Internal Audit in performing both financial and broad scope audits in 

a professional, timely and objective manner. 
- Develops and manages the audit files, including assembling of the required information 

in an organized, logical sequence to ensure a professional package. 
- Provides support to the Director, Internal Audit through gathering of background 

information. 
- Establishes a professional working relationship with the Office of the Auditor General 

and assists with the coordination of requested materials and with the conduct of the 
audit fieldwork, where applicable. 

- Assists with determining the degree of compliance with established policies, plans and 
procedures and applicable laws and regulations, where applicable. 

- Follows-up on the actions of management to correct a reported deficient condition and 
continuing review with management personnel on action that internal audit considers 
inadequate until there has been a satisfactory resolution of the matter. 

- Assists with the coordination and review of the Corporation’s risk management 
framework on an annual basis to identify potential risk that may affect the Corporation. 

- Assists with the review of control exercised over assets and expenditures. 
- Maintains the strictest of confidentiality at all times and protects all information received 

as it is sensitive to the operational integrity of the Corporation. 
- Reports internal audit observations and findings directly to the Director, Internal Audit. 
 
RELATED RESPONSIBILITIES 
 
-  Assists management of the Corporation to achieve and maintain efficiency and                                 

effectiveness in its operations, with due regard to economy. 
- Drafts reports outlining findings and recommendations to management for all internal 

audits conducted. 
- Assists ACOA  Internal Audit with the completion of internal audits on an as requested 

basis. 
- Provides administrative support to the Director, Internal Audit. 



 

 

- Assists internal audit consultant with the completion of any internal audits as requested 
by the Director or Chair of the Audit Committee. 

-           Supervises internal audit summer student, as required, including assigning work,       
            coaching and mentoring.   
 
JOB STATISTICS (Impact/Accountability) 
 
Direct Supervision 

- Supervises internal audit summer student, as required, in carrying out internal audit 
duties.   

 
Functional 
      - Assists with provision of internal audit services for ECBC and all its subsidiaries. 
      - Assists ACOA Internal Audit, as needed, with provision of internal audit services for 

ACOA.   
      -     Assists with the work of the Office of the Auditor General, where applicable. 
      -     Liaises closely with ECBC management in identifying and correcting internal audit 

observations. 
      - In depth knowledge of ECBC and ACOA’s finance, administration, and program 

operations and their related processes, policies, guidelines and regulations.       
 
Budget 
      - No signing authority. 
 
EDUCATION AND EXPERIENCE REQUIRED 
 
      - Undergraduate degree in business commerce or accounting. 
      - Three years related experience.  
      - An acceptable combination of education and experience. 
      -     Knowledge of Microsoft Office Suite. 

- Excellent interpersonal, oral and written skills. 
- Ambitious, self-motivated with an ability to work independently and in a team                    

environment. 
- Ability to use sound judgement and act with tact, diplomacy, integrity and 

professionalism. 
- Commitment to attention to detail and accuracy. 
- Strong organizational skills. 
- Ability to establish, maintain and manage effective working relationships with all staff, 

while continuing to maintain independence and objectivity. 
 
The above statements are intended to describe the general nature and level of work being 
performed by people assigned to the position.  They are not intended to be an exhaustive list of 
all responsibilities and duties. 
 
Approved        
  Chief Executive Officer 
 
Position    Incumbent    Date 
Audit Assistant                        To be determined          December 2009 
I acknowledge receipt of this Position Description. 
 
        


