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	JOB DESCRIPTION

	TITLE: Internal Audit and Control Manager
	 DIVISION: Finance

	POST NUMBER:
	


	MAIN PURPOSE
Working closely with and reporting to the Finance Director you will be the organisational Internal Audit and control lead, with full ownership and accountability of the internal audit and control framework, internal audit plan as well as corporate policies and procedures.  
This role will review the current control and audit provision (historically largely outsourced) and develop a new updated framework.  Key to the role will be developing a deep understanding of the Mytime Active business and building close relationships with stakeholders across both the site operations teams and Support Services. 


	SUMMARY OF RESPONSIBILITIES AND DUTIES
Principle Duties
· Establish and maintain an effective and appropriate internal audit and control framework and methodology.
· Develop site audit template for use across all Mytime Active leisure and golf sites, with high quality evidence based testing schedules.
· Develop and maintain a risk based internal audit programme, covering both the site audits and testing of key companywide controls.

· Develop and present reports on audit findings and make recommendations directly to the senior management team. 

· Development of quarterly audit updates to the Mytime Active Audit and Risk Committee.
· Proactive analysis and escalation of key risks and improvements in the risk and control environment.
· Monitor delivery of audit action plans and conduct follow up reviews to ensure agreed audit recommendations are delivered and sustained.
· Ownership of the corporate framework for policies and procedures, ensuring that they are reviewed and updated on a regular basis by corporate owners and that compliance is monitored.

· Establish strong stakeholder relationships at all levels of the organisation.


	SKILLS AND ABILITIES
· Proven experience as an internal audit manager in a multi-site role.
· Accounting or audit qualifications desirable (e.g., CPA, CIA, CISA, CISSP, ACCA, ACA).

· Strong knowledge of financial audit procedures, including planning, test procedures and sampling methods.
· Have skills to build effective, trusting relationships at all levels of the organisation, and to both challenge and influence the status quo.  
· Strong project management skills with experience in planning, organising and delivering audit assignments and ad hoc projects
· Self-motivated with the ability to work independently.
· Have excellent facilitation, negotiation, verbal and written communication skills with the ability to write reports and present complex/sensitive information in an understandable way to a range of audiences. 

· Comfortable working at a senior level

· Proactive, analytical and willing to get into the detail of the numbers
· Ability to work in a fast paced, challenging environment


	EXPERIENCE
· Proven experience as an internal audit manager in a multi-site role.




	QUALIFICATIONS
· Accounting or audit qualifications desirable (e.g., CPA, CIA, CISA, CISSP, ACCA, ACA).




	CONDITIONS OF EMPLOYMENT

· Satisfactory health clearance;

· Two Satisfactory references; 
· Right to work in the UK.




	SPECIAL REQUIREMENTS
· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Must be able to attend evening and weekend meetings/events when required and travel between sites;

· Evidence of a personal commitment to continuing professional development and maintaining an up-to-date professional knowledge sufficient to be a credible and effective source of advice;

· Whenever possible maintain flexible operating hours, adapting to unforeseen circumstances to suit the situation;

· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Being a positive, motivated, proactive, enthusiastic and professional person;
· To possess the personal qualities of pride, passion, drive and motivation;
· Enhances organisation reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments;

· Protects organisation's values by keeping employee engaged and sensitive information confidential.
· To take on any other duties as may be required, commensurate with the post and in particular to ensure the continued delivery of high quality effective services for Mytime Active.




	CERTIFICATION


	Employee Signature:

…………………………………………………………...

Date……………………………………………………..

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :

…………………………………………………………...

Date……………………………………………………..

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above statements are intended to describe the general nature and level of work being performed by the management accountant. They are not intended to be an exhaustive list of all responsibilities and activities required of the position. The Job Descriptions do not form part of the contract of employment and the company reserves the right to change without consultation. 

	DATE OF LAST REVIEW:  January 2019
	PREPARED BY:  Leon Wells


