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Attachment VI


Internal Control Officer

Position Description

The Internal Control Officer (ICO) is responsible for executing review plans and analyzing the College’s compliance with established rules, regulations, policies, ordinances and laws for the operation of all aspects of College operations.  In addition, the ICO will evaluate the College’s internal control structure.  The ICO reports to the President and to the Board of Trustees on operational reviews and has the following duties and responsibilities:  

1.
Works independently to plan, perform and execute internal operational reviews.
2.
Reviews compliance, financial and internal controls areas.

3.
Evaluates the effectiveness and efficiency of the procedures, processes or departments being reviewed.

4.
Maintains a positive, professional working relationship with all members of the college community. 

5.
Designs and prepares required workpapers to substantiate review work.

6.
Prepares review reports both in writing and verbal summary presentations 


to upper level college administration and the Board of Trustees.

7.
Follows-up on review recommendations in a timely fashion.

8.
Performs other duties as assigned by the President or the Board of Trustees.

Minimum Qualifications:  A bachelor’s degree in accounting, finance or related business area of specialization; CPA license or CIA designation preferred.  A master’s degree in a related discipline a plus.  Three years public accounting or auditing experience and demonstrated experience documenting and evaluating business processes required.  Experience with higher education operations and financial reporting, knowledge of governmental financial reporting (GASB) and knowledge of computers systems and their implementation desired.
