YANUATU NATIONAL PROVIDENT FUND
JOB DESCRIPTION FORM

1 Job Title Senior Internal Audit Officer
Description  that  refers to  the
responsibilities of a job and the level of the
position.
2 Position No TBC
This number is to be used in all subsequent
correspondence relating to this post.
3 Position Evaluation Completed
Position has been evaluated by VNPF | YES | SP10 Job Points
Management to align SP10
4 Department Internal Audit Department
P I
Specific areas of activity within VNPF
5 Location VNPF Head Office
Where the position is located in VNPF
Structure.
6 The Senior Internal Audit Ofticer is responsible for conducting and
Yol Plirosé leading risk-based audits across the Fund to ensure that internal
“Wh thﬂ Post exlate™ thieniobide 4 controls, policies, and procedures are effective and compliant with
one-l)lfnc qtatemelln Glastied frmgn the {/NPF relevant laws and regulations. The role provides independent
Strate ickPl'ln for hi hl;r level posts assurance on the efficiency of operations, the accuracy of financial
ategie T £ POSIS. and operational information, and the safeguarding of VNPF assets.
7 Date
Occupy the post.
8 Key Result Areas
KRAS) refers to general areas of outcomes or outputs for which the post/role is responsible.
P P P
8.1 o Operational & Compliance or Regulatory Audits
o Financial & Prudential Audits
o Risk Based Audits
o Investigative Audits
9 Work Complexity

The level of complexity refers to the duties, the degree of autonomy and the scope of responsibilities.

o Work under pressure; undertake specific assigned audit tasks against strict deadlines.

o Difficult auditees or lack of cooperation and delay by auditee management or personnel to provide
required information in a timely manner which affects timely and effective delivery of audit services
or results to Management and Board for information and decision-making,




Duties and responsibilities

Simple statements starting with an action word; more important ones first; less than 10; cover main areas of work
but not details you should find in Procedure Manuals. Areas to think of include policy/research/advice, preparing
reports; external communication; administrative; legislative and what this particular job mustachieve. For lower-
level jobs it will be more specific e.g deliver, record, type, maintain,

10.1 1.~ Operational/Compliance or Regulatory o Audit Reports submitted to auditee
Audits management  with audit findings and
recommendations to rectify issues or identified
Develop a thorough understanding of business risks in order to improve the organisation’s
processes in scope for assigned audits and internal  controls, risk management and
document the processes in flowcharts and/or governance processes.
process narratives. Identify and document inherent
risks and controls within the business processes . .
Fleldwork. o Auditee Management takes appropriate
corrective actions to implement the audit
v recommendations.
10.2 2. Financial & Prudential Audits o Interim Audit Opinion issued on the
) ) Management Accounts.
Dcvelop a nslf-based test plan by selecting o Audit Report (Management letter) issued to
appropriate .auc.jll appronch, ot proced.u ek B Management highlighting issues that require
sampling criteria based on professional judgment e =
and  departmentally defined internal  audit COTIROHvVE 80 ' ) .
methodology. ° Management takt.as corrective 4act10ns to
implement the audit recommendations.
o Management through Finance Department
submits the Quarterly Returns to the Reserve
Bank of Vanuatu (RBV).
10.3 3. Risk Based Audits o Business Unit’s Risk Registers are maintained
up to date.
Perform audit tests and prepare working papers in o Mitigating Strategies are put in place and risks
accordance with professional ITA and audit managed to acceptable levels.
standards and methodologies. o Quarter reviews of the risk registers and
profiles conducted and update reports
submitted to Reserve Bank of Vanuatu
10.4 4, Special Reviews (Investigations) o Investigative Audit Reports submitled to
Management or Board with audit findings and
Evaluate the adequacy of process design and the recommendations to rectify the highlighted
effectiveness of controls in meeting business and issues.
control objectives. ldenlify and document control o Appropriate decisions and actions taken by
and process weaknesses and provide evidential Management or Board to address or rectity the
support for findings. highlighted issues.
10.5 5. Supervisory Role o Participate in closing meetings with client at
Supervises and review the work or the Internal the end of field, providing clear work
Audit Officer explanations for identified issues.
o Reviews Audit Plans;
o Monitor and supervise assigned audits; o Assist in the preparation of a concise and
o Reviews Audit Working Paper Files; informative audit report Lo effectively
o Drafts or Reviews Draft Audit Reports communicate the findings and
prepared by the Internal Audit Officer; recommendations to the branch/department
and senior management.
Submits the Final Draft Report and WP File (o the o Plans financial, regulatory, compliance or
General Manager for final review and sign off. operational reviews/audits
o Other dutics as directed by the VNPF Board
and General Manager




Key Relationships

The ideal tool to use when implementing the role of the position.

Reports Directly (o
Reporting procedure.

VNPF Board ot Directors

1.2

Responsible for
(Total number of staff).

1.3

Frequent  Internal  Personal  Contacts
with... (Managers, Team Leaders, staff),

VNPF Staff (VNPF Branches & Port Vila Head Office)
Divisional Managers

VNPF Board

Board Audit Committee

General Manager

114

Occasional Internal Personal Contacts
with... (Executives, that when making
presentation on compliance projects)

VNPF Staff (VNPF Branches & Port Vila Head Office)
Divisional Managers

VNPF Board

Board Audit Committee

General Manager

11,5

TFrequent External Personal Contacts
with...  (Registered and  non-register,
Registered and non- registered Employers and
Government statutory bodies)

Stakeholders
Regulators

Board Audit Committee

General Manager

1.6

Occasional xternal Personal Contacts
with... (Government Statutory Bodies).

Regulators Bodies (Reserve Bank of Vanuatu &
Approved  Auditors  (Law  Partners  Chartered
Accountants and Business Advisors)

Stakeholders

Government statutory bodies

1.7

Purpose of contact

Reason for contacting

Providing information/advise
Providing information/advise
Providing information
Leadership and facilitation

1.8

Impact of Decisions

Think of the decisions this Post makes
without help on a regular basis (weekly or
monthly to greatly reduce the risk of serious
things happening. Name the more important
thing (s) decided.

Carry out tasking according to decision made by
General Manager and the VNPF Board.

If the Post has a significant Finance Delegation (o
commit funds the amount should also be stated.

{119

Special Conditions

e.g il unusual work hours, equipment or travel
is required.

Prepare to take up responsibility beyond normal hours.

11.10

Reason for Seeking Approval

(e.¢ Rouline Revision of Existing Job

Description, New Post, Regarding.  State il

any overlap or duplication with existing Job




Description or  new
responsibilities).

duties and

12 CRITERIAS TO BE SELECTED FOR THE POST
(Allow for some on-the job training to brining outsiders up to standard and do not unnecessarily bias the Post to
certain people. Remember education is only one indicator of capability to do the job)

12.1 Qualification o Bachelor degree or higher in Accounting, Professional
the required qualification for the job e.g Accounting, Finance or other related disciplines;
certificate, diploma, degree.

12.2 | Experience o Ten (10) years’ experience in an internal audit
e.g number of years or level of experience in environment or in a similar role
filing/keyboard work or driving; e.g., low- or
high-level achievements in leadership,
communicating, advising, managing
resources, writing reports, advising clients,
doing similar type of work etc.

12.3 e Excellent Leadership Skills

e Exceptional Accounting Skills

e Excellent Interpersonal Skills

e  Proficiency in Microsoft Office Programs

Special Skills e  Professional attitude and appearance

e.g vehicle license, driving record, computer e Excellent written and verbal communication skills

word/excel etc. e Multitasking and time management skills with the ability
to prioritize tasks

e  Works with minimum supervision

e  Ability to solve problems, issue faced on the spot

o  Must have a valid drivers license

12.4 | Thinking style e  Analytical thinker
e.g an analytical thinker, a practical thinker, o Creative thinker
creative thinker. e Practical thinker

12.5 e Integrity and Ethics — Demonstrates honesty,

confidentiality, objectivity, and adherence to
professional standards.

e Analytical Thinking — Evaluates information critically
to identify risks, trends, and control weaknesses.

e Attention to Detail — Ensures accuracy when reviewing
records, processes, and transactions.

Communication/Interpersonal Skills e Risk Awareness — Identifies and assesses risks that may
list the skills required of this position impact the Fund's operations and objectives.

e Communication Skills — Clearly communicates audit
findings and recommendations, both verbally and in
writing.

e Problem-Solving Ability — Investigates issues and
recommends practical solutions to strengthen controls
and improve efficiency.

o  Fluent in all official languages of Vanuatu.

12.6 o Trustworthy
Behavioural Competencies

‘ o Honest person
refers to the personal attributes or e
A eteraf] ot . o Teamwork Spirit
characteristics needed for the position.
o Technical Skills




12:7

Language
English, French and Bislama is usual.

Write and understand English, and Bislama.

12.8 —

Prepared in: Human Resource Department Date: Z& ;1 O Q 12026

ﬁ

12.9 §U 0 9

Certified™y" LIAH'MANAR T gnature: ..., e MV

MANAGER CORPORATE SERVICES DIVISION

Date: 2.5 / OG 12026

GENERAL MANAGER

Namnie: Mr, Paul Iaun STEHALUTES 4y ewSovta Vavurrusnn covress P
12.10

Date: 25 /06 12026
12.11

Employee Name: ..o, SIENATANED v v oveowsn vomen svmoniamen o

Date: / 12026




