QCSL Audit Internship Request
Requester: Felicia Hicks – Quality Control Audit Delivery Manager

Shepherd University – Fall Semester 2015

The student will perform audit analysis, metric development, and process reviews within the Quality Control Audit Department at the Operations Systems Center (OSC). All tasking are for IT-related processes key to engineering of essential information systems. Work performed will contribute to the standing up of the new audit department for operation and maintenance type work. This initial development phase requires document creation, process and metric development, and functional oversight.  The student’s assigned work will include researching the existing organizations processes for audit work paper development, reviewing newly developed process documents to incorporate in existing documentation, gaining understanding of organizational best practices, and creating audit checklists and metrics. Created metrics will be used to communicate audit results to Command and upper management. Metrics will also assist with decision-making, notification of emerging trends, and in highlighting areas of improvement to the organization. 
The student would need to work at least 10-15 hours a week as their schedule permits. The start date would be 8/31.  The end date would be the last day of classes for the fall semester 12/4.

	SKILLS AND COMPETENCIES 

	· Ability to plan jobs to ensure adequate coverage of all critical and high-risk areas. 

· Ability to control and monitor progress on jobs to ensure on time delivery. 

· Ability to maintain proper communication and interaction with Auditees. 

· Articulate and able to convincingly sell improvement ideas and innovations to Auditees. 

· A team Player with strong interpersonal skills. 

· Able to prioritize the work effectively in order to achieve optimum results. 

· Able to work independently and with minimum direction. 

· Possess strong analytical & organizational skills and have an inquisitive mind. 


	REQUIRED DELIVERABLES

	· Review policies and procedures to develop audit checklists.

· Evaluate and recommend improvements to business practices, processes and controls.

· Review business processes to identify and address potential risks.

· Utilize innovative ideas and tools to enhance the operational effectiveness.

· Identify area of improvements to enhance business efficiencies and to reduce risks.

· Work with audit team in planning organizational audit activities.

· Provide assistance to internal and external auditors.

· Participate in performing process audits.

· Prepare audit reports of findings and recommendations to management.

· Ensure that audit files are reviewed and stored in the audit repository.

· Assist in developing audit documents.

· Participate in audit meetings and build positive working relationships with Auditors.

· Provide data analytical support to audit department. 
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Felicia D. Hicks

Quality Control Audit Delivery Manager


