
 
MISSIONS OF HOPE INTERNATIONAL 

 
JOB DESCRIPTION 

 
Position:  Internal Audit Officer I 
Reports to:  Senior Officer - Internal Audit, Compliance & Risk 
Supervises:  None 
Department:  Internal Audit, Compliance & Risk Management 
Grade: 
 
OVERALL JOB PURPOSE 
The Internal Audit and Compliance Officer will support the Head of Audit Compliance and Risk 
Management in providing an independent evaluation of the activities of the Organization, centrally 
coordinating all audit and compliance activities within the Organization and ensuring strict adherence to 
the Organization’s internal policies and procedures as well as regulatory and statutory requirements in 
order to promote transparency and accountability, add significant value, enhance risk management, 
governance and compliance, improve operational efficiency, and strengthen the internal control 
systems within the operations. 
 
DUTIES AND RESPONSIBILITIES 
1. Ensure the assembling and maintaining of all audit office tools and records required for carrying 

out audit functions, projects and assignments.  
2. Evaluate and provide reasonable assurance that risk management, control and governance systems 

are functioning as intended and will enable MOHI’s objectives and goals to be met 
3. Identify, assess and monitor risk on an ongoing basis and support in the implementation of internal 

controls which are effective in design and operation. 
4. Develop, coordinate and implement internal auditing systems, policies, procedures, and programs. 
5. Develop risk-based annual audit plans detailing the scope, nature and timing of activities; 
6. Design Internal Audit Work Programs for each assignment and conduct internal audits in 

accordance with the approved annual plan to assess adequacy, effectiveness and efficiency of 
established internal controls and procedures; 

7. Monitor compliance with laws and regulations governing the organization in all its operations; 
8. Discuss audit findings and recommendations with the auditees and report significant issues to the 

audit manager; 
9. Prepare timely and accurate audit and risk reports with proposed action plans to the manager 
10. Monitor timely implementation of the management actions recommended in audit reports and 

reviews; 
11. Review the means of safeguarding assets; and on a regular basis and in a reliable way verify the 

existence of such assets; 
12. Undertake quality control reviews for the Organization to ensure consistent implementation of 

policy and processes across all centres and departments and identify any gaps, challenges and 
improvement measures. 

13. Review all the finance operations and the accounting procedures and provide recommendations 
for efficient operations. 

14. Survey all functions and activities in assigned areas to determine the nature of operations, and 
adequacy of the system of control to efficiently achieve established objectives 

15. Conduct independent audits of all MoHI’s physical and electronic records and activities and prepare 
varied analyses of the departments, and centers. 



16. Ensure compliance with all internal and external (regulatory) requirements 
Advise top management and the Audit Committee of the Board of Directors on audit, and internal 
control matters. 

17.  Ensure to document and file all audit office records, plans, working papers and audit procedures 
performed and track timely and effective corrective actions taken following audit 
recommendations 

18. Maintain back up (physical and electronic) of all internal audit materials for easy retrieval and 
reference and monitor the document management process across the Organization 

19. Investigate and report all alleged cases of fraud, waste, abuse and inefficiencies and make 
recommendations on appropriate preventive or remedial actions 

20. Participate in stock counts and follow through to ensure that store balances are reconciled to the 
general ledger; conduct physical verification of property, plant and equipment and monitor the 
disposal of the same as directed by the management. 

 
Academic and Professional Qualifications & Experience 

• A degree in Accounting and Finance or a related field with advantage of CPA Section 5 or 
Advanced professional Accounting. 

• Minimum of 3 years’ working experience in a similar position in the Internal Audit, Risk and 
Compliance function in Public sector or in a similar organization. 

• Conversant with compliance, Internal control framework and Information System Audits in the 
NGO and Public sector. 

 
Competencies/Abilities/Skills Required 

• Good verbal and written communication skills 
• Computer Literacy  
• Analytical and Critical Thinking Skills 
• Change management or project experience highly desirable 
• Hands-on ability to operate tactically but think strategically 
• Be a Team player and leader who can show good interpersonal skills 
• Good communication (written and verbal) skills, including well developed presentation skills 
• In-depth knowledge and experience of the practical application of risk MI systems and 

methodologies, including experience of risk and control assessment and risk reporting. 


