
CAREER OPPORTUNITY

Under the general supervision of the Senior Auditor, the Auditor (Schools) is responsible for
conducting audit assignments in government funded educational institutions island-wide,
the Auditor (Operations and Projects and Central Ministry) is responsible for conducting
operations audits within the Ministry of education, its Regional Offices and Agencies to
determine compliance with the provisions of relevant laws, regulations, policies and
guidelines and to evaluate the efficiency, economy and operational effectiveness of
management and financial controls established systems and where necessary recommend
appropriate corrective measures to be taken.

 

Salary Scale: $4,266,270.00 to $5,737,658.00 per annum
(FMG/AS 2) Salary Scale, Band 8.

AUDITOR (FMG/AS 2) - VACANT (10 POSITIONS) INTERNAL AUDIT DIVISION (SCHOOLS,
CENTRAL MINISTRY, AGENCIES AND PROJECTS) 

JOB TITLE :

REQUIRED EDUCATION AND EXPERIENCE

ICO 25-136

First Degree in Accounts, Finance, Business
Administration or Economics 

ACCA Fundamentals or equivalent 

Associate Degree, AAT, CAT or equivalent
qualifications with at least two (2) years’ auditing or
accounting experience

REMUNERTAION PACAKAGE



ICO 25 - 136

FOR FURTHER INFORMATION, PLEASE CONTACT THE DIRECTOR, HUMAN RESOURCE MANAGEMENT AT EXT.
5883. INTERESTED PERSONS ARE INVITED TO SUBMIT APPLICATIONS WITH RÉSUMÉS NO LATER THAN
TUESDAY, SEPTEMBER 30, 2025 TO THE ADDRESS PRESENTED BELOW.  

DIRECTOR – HUMAN RESOURCE MANAGEMENT 
MINISTRY OF EDUCATION, SKILLS, YOUTH  & INFORMATION

2 -4 NATIONAL HEROES CIRCLE, 
KINGSTON 4 

WE THANK ALL APPLICANTS FOR EXPRESSING AN INTEREST; HOWEVER, ONLY SHORTLISTED CANDIDATES
WILL BE CONTACTED.

CLICK HERE TO APPLY

https://recruit.moey.gov.jm/


MINISTRY OF EDUCATION, YOUTH & INFORMATION
CENTRAL MINISTRY

JOB DESCRIPTION AND SPECIFICATloN (Proposed)

JOB TITLE: Auditor (Schools )

JOB GRADE: FMG/AS 2

POST NUMBER:

DIVISION/BRANCH: Internal Audit Division

SECTION/UNIT: Schools                                                                                                                                              I
I

REPORTS TO: Senior Auditor
I

I

MANAGES: N/A

Job Purpose

Under the  general  supervision  of the  Senior Auditor,  the  Auditor (Schcois)  is  responsible  for conducting
audit assignments in government funded educational ir`stitutions islandi^ride to determine compliance with
the provisions Of relevant laws, regulations, policies and guidetines and to evaluate the efficiency, economy
and  operational  effectiveness  Of management  and  financial  controls  and  estalDlished  systems and  where
necessary recommend appropriate measures to be taken.                                                             I

Key OutDuts:

•      Interviews conducted
•      Financial records verified/systems appraised
•     Audits activities conducted
•     Working papers prepared
•     Tiniesheetprepared
•     Annual operational and work plan prepared

Kay RespeTtth]lrty Areas:

•    Assists with audit planning by collecting/analysing data/information.                                        I

•    Conducts entrance/exit interviews.                                                                                                         I
•    Conducts assigned  audit activities  in  accordance with  the  instructions given  by the Senior Auditor and

the prescribed audit programme
•    Verifies   the   adequacy   and   accuracy   Of  financial   records:   examines   and   appraises   financial   ancd
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accounting practices, systems and procedures
•    Prepares working papers highlighting audit findings and conclusions and submits for review;

•    Clears any supervisory queries on the working papers submitted.
•    Drafts audit reports highlighting deficiencies,  implications and makes recommendations

•    Prepares and organizes of  working paper files(current/permanent)

•    Provides technical guidance to the junior auditor/s on the team or on the same assignment.
•    Prepare individual timesheet

Other

•    Performs any other related duties as assigned from time to time.

Performance Standards:

•      Confidentiality and integrity are exercised in the performance of duties
•     Working papers and reports are acourate, comprehensive, concise and prepared in accordance with

accepted auditing guidelines
•     Working papers and draft reports are submitted within established timeframe

•      Audit activities conducted in keeping with auditing standards

Internal and External Contacts fspecifv I.urpose of siqnificant contacts:

Contact (Title) Purpose of Communication

Chief Internal Auditor, Audit Manager, Administrative matters, audit findings/reports and other

Senior Auditors deliverables

Heads of Departments/Divisions Audit findings and recommendations

Contacts external to the organisation required for the achievement of the position objectives
Contact ITitle) Purpose of Communication
Board Chairmen  ,Principals, Vice- Audit Findings and recommendations               ,

Principals, Bursars, clerical officers and )

managerial/line staff
Regional office personnel To gatherinformation, audit findings and        ,

recommendations

Reciuired ComDetencies:
HH
•      Good analyscal skins
•      Good interpersonal and customer service skills

•      Good oral and written communication skills

•      Excellent planning and organizing skills

•     Abitrytoworkon own initiative oras a memberofa team
•      Meticulous attention to detail
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Technical

•      Sound knowledge of FAAAct, Government Laws, Regulations, and other instructions.

•      Sound Knowledge of current accounting /auditing principles and techniques

•      Knowledge of computer assisted audit techniques (CAATS) and value for money/operational audits
•      Proficiency in  Microsoft office suite                                                                                                       I

Minimum Required Education and EXDerience

•      First Degree in Accounts, Finance, Business Administration or Economics

OR
•     ACCA Fundamentals or equivalent

OR
•       Associate Degree, AAT, CAT or equivalent qualifications with at least Two (2) years' auditing or

accounting experience.

Authority:

•     To access relevant files/records/documents

Si]ecific Conditions associated with the iob

•     May  be required to work  beyond normal working hours
•      Required to hovel island wide to perform audits
•      May have to work in less than adequate physical conditions
•     May be exposed to personal security risks
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MINISTRY 0F EDUCATION, YOUTH & INFORMATION
CENTRAL MINISTRY

JOB DESCRIPTION AND SPECIFICATION (Proposed)

JOB TITLE: Auditor (Operations & Projects )

JOB GRADE: FMG/AS 2                                                                                                                        I

POST NUMBER: i

DIVIS[ON/BRANC H:   Internal Audit Division

SECTION/UNIT:

IOperations&ProjectsI

REPORTS TO: Senior Auditor

MANAGES:

IN/A

I

Job purpose                                                                                                                                          I

ol;:::;:;::g##ife#i#L+j#TfetgrEL3fr##iEL£#in#ucthg
l#Pe##+iyRET#%#TEL¥o##'e#hiLT#Tit#:+irftied
eystems and where necessary recommend appropriate corrective measures to be taken.

Kevoutouts:         ,

•      Interviews conducted

•      Financial records verified/systems appraised/audited
•      Audits activities conducted
•     Working papers prepared
•     Timesheetprepared
•     Annualworkplan prepared
•      Data collected

Auditor (Operations & Projects) - lntemal Audit
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I

Kev ResDonsibilitv Areas:
Techiiical / Professional Responsibilities

I

•    Assists with audit planning by collecting/analysing data/information.

•    Assists with conducting entrance/exit interviews.
•    Conducts assigned  audit activities in  accordance with  the instructions given  by the Senior Auditor and

the prescribed audit programme
•    Verifies   the   adequacy  and   accuracy   Of  financial   records;   examines   and   appraises  financial   ancd

accounting practices, systems and procedures
•    Prepares working papers highlighting audit findings and conclusions  and submife for review;
•    Clears any supervisory queries on the working papers submitted.
•    Drafts audit reports hishlighting deficiencies, impncations and makes recommendations
•    Prepares and organizes working paper files(ounenvpermanent)
•    Provicles technical guidance to the junior auditorfe on the team or on the same assignm?nt.
•    Prepares individual timesheet

•    Performs any other related duties as assigned from time to time.
®

Performance Standards:

•      Confidentiality and integrity are exercised in the performance of duties
•     Working papers and reports are accurate, comprehensive, concise and prepared in accordance with

accepted auditing guidelines
•     Working papers and draft reports are submitted within established timeframe

•      Audit actMties conducted in keeping with auditing standards

lntemal and External Contacts (specify Durpose of significant contacts:

Contact (Title) Purpose of Communication

Heads of Departments/Divisions To present audit findings and recommendations

Regional office personnel To gather information, to present  audit findings and
recommendations

Required ComDetencies:

ife
•     Good analyticalskus
•      Good interpersonal and oustomer service skills

•      Good oral and written communication skiife
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•      Excellent planning and organizing skills

•      Abilitytoworkon own initiativeoras a memberofa team
•      Meticulous attention to detail

Technical

•      Sound knowledge of FAAAct, Government Laws, Regulations, and other instructions. I

•      Sound Knowledge of current accounting /auditing principles and techniques

•      Knowledge of computer assisted audit techniques (CAATS) and value for money/operational audits

•      Proficiency in Mjcro§oft office suite                                                                                                          i

Minimum Required Education and EXDerience

•      First Degree in Accounts, Finance, Business Administration or Economies

OR
•     ACCA Fundamentals or equivalent

OR
•       Associate Degree, AAT, CAT or equivalent qualmcations with at leastTwo (2) years' auditing or

accounting experience.

Authoritv to :

•     Access relevant files                                                                                                                                 I

•      recommend  vacation leave                                                                                                                  I
•     To recommend corrective measures

SDecific Conditions associated with the iob

•      May  be required to work beyond normal working hours
•      Required to travel island wide to perform audits at  agencies of the Ministry and projec|s

•      May have to work in less than adequate physical conditions

•      May be exposed to personal security risks
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