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AUDITOR I 
 
DISTINGUISHING FEATURES OF THE CLASS:  The work involves the performance of 
professional accounting in making audits of financial and accounting records in county 
departments.  Under supervision, an employee in this class performs general accounting 
work in conducting office or field audits on the financial and accounting records of a county 
department.  Work requires application of professional accounting principles and methods 
to a variety of auditing problems.  Help may be sought from supervisor for technical 
account problems.  Audit standards are determined by departmental regulations or by a 
statutory requirements.  The work is performed under close supervision of superior through 
conferences and through review of reports.  Performs related work as required. 
 
TYPICAL WORK ACTIVITIES:  (Illustrative Only) 
Conducts regular audits of agency or departmental revenue and expense accruals 

accounts; 
Prepare bank reconciliations of all funds excluding the general fund, (ex. Capital, Road, 

Sewer, etc); 
Verifies compliance of daily cash receipt entries according to prescribed procedures and 

law; 
Reviews and audits departmental payment of vouchers to vendors; 
Prepare entries for Capital Projects; 
Assists with outside audits; 
Assists in setting up spreadsheet programs for accounting purposes; 
Audit and edit listings and review. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS:  Working knowledge of accounting and auditing principles and 
procedures, and the ability to apply such knowledge to auditing accounting records; 
working knowledge of the principles and procedures governing auditing of financial 
records; working knowledge of computer spreadsheet software or accounting software; 
working knowledge of office methods and procedures and familiarity with the use of 
standard office equipment including computers; ability to prepare complete and accurate 
audits reports; ability to perform detailed work involving written or numeric data and to 
make arithmetic calculations rapidly and accurately; computer literacy. 
 
MINIMUM QUALIFICATIONS:  Graduation from a regionally accredited or NYS registered 
college or university with a Bachelors Degree in Accounting or Business Management or a 
closely related field, including or supplemented by twenty-four (24) credit hours in 
accounting.  
 
SPECIAL REQUIREMENTS:  Certain assignments made to employees in this class will 
require access to transportation to meet field work requirements in a timely and efficient 
manner. 


