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University of Texas at El Paso 
Job Description  

                                                                                 
Job Code:              9130 
Job Title:               Internal Auditor 
Department:          Auditing and Consulting Services 
Reports To:            In accordance with specific departmental policies 
FLSA Status:         Exempt 
Prepared By:         Human Resource Services 
Creation/Revision Date:   November 19, 2007 
 
Summary: Provides basic, intermediate, and advanced auditing skills for the purpose of determining if the 
administrative and financial controls of the State of Texas, the Board of Regents of the University of Texas, and the 
University are in place and functioning; provides assurance that controls are adequate to safeguard University assets, 
and identify opportunities and make recommendations for operational efficiencies in the audited entities. 
  
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this 
position and are not intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the 
primary accountabilities listed below.  Specific tasks or responsibilities will be documented in the incumbents’ 
performance objectives as outlined by the incumbents’ immediate supervisor or manager.  This position is security-
sensitive and subject to Texas Education Code §51.215, which authorizes the employer to obtain criminal history 
record information. Must possess a valid driver’s license issued by the State where the applicant resides and must be 
insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
As needed, may perform duties of the Internal Auditor I, II, and III. 
  
Dependent upon level,  
  

•�������� assists and/or oversees planning work on assigned segments of the audit to include developing an 
audit program, conducting fieldwork, and writing the audit report for the assigned segment. 

  
•�������� assists, develops, and/or oversees audit programs for specific audit areas with direction, for the 
Director and Assistant Director. 

  
•�������� assists and/or oversees the determination of records or activities to be analyzed, the extent of audit 
testing, and working papers to be prepared. 

  
•�������� assists and/or oversees the audit program; interviews appropriate personnel, accumulates, verifies, 
and analyzes available data; observes actual practices and evaluates functional operational techniques; 
identifies existing or potential problem areas. 

  
•�������� assists and/or oversees review of transactions, documents, records, reports, and methods for accuracy 
and efficiency. 

  
•�������� assists and/or oversees review of internal control systems. 

  
•�������� assists and/or oversees the identification of extenuating factors requiring possible deviation from the 
existing audit program; coordinates finding and recommends program changes with the Director; incorporates 
approved changes into the audit program. 

  
•�������� assists and/or oversees the assembly and maintenance of working papers which record and 
summarize data on the assigned audit segments. 

  
•�������� may mentor lower level audit staff as needed.  Provide guidance to other auditing personnel as 
assigned. 

  
•�������� assists and/or makes recommendations on corrective actions to be taken on audit findings developed 
during the audit. 

  
•�������� assists and/or oversees special project studies and consulting assignments as requested. 

  
•�������� assists and/or oversees the preparation of audit reports and submits them to the Director or Assistant 
Director for final approval. 
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•�������� conducts training in Internal Controls and Risk Assessment for departments audited. 

  
Performs other audit-related duties as assigned. 
   
Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 
  
Complies with all State and University policies. 
  
Other duties may be assigned. 
 
Qualifications: To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Education and Experience:                                                              

Level I (#9137):    Bachelor's degree; no previous experience required; or equivalent combination of 
education and experience. 

  
Level II (#9136):   Bachelor's degree and a minimum two years accounting experience, which 
includes 6-12 months auditing experience, or equivalent combination of education and experience.   

  
Level III (#9135): Bachelor’s degree, preferably in Accounting and four (4) years accounting 
experience, which includes at least two (2) years of auditing experience and a minimum of one year 
experience working in a government agency; or equivalent combination of education and 
experience. 

  
Physical Demands: The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit and use hands to feel. The employee 
is frequently required to talk or hear. The employee is occasionally required to walk and reach with hands and arms. 
  
Work Environment: The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job in an office. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  
 
The noise level in the work environment is generally quiet 
 


