Staff Management Auditor
917-193-4160-001 		August 2026
Board of State and Community Corrections (BSCC)
Corrections Planning and Grant Programs Division

DUTY STATEMENT


	Classification:
	Staff Management Auditor

	Position Number:
	917-193-4160-001

	Division:
	Corrections Planning and Grant Programs Division

	Incumbent:
	VACANT



SECTION A: GENERAL DESCRIPTION

Under the general direction of the Deputy Director of the Corrections Planning and Grant Programs (CPGP) Division, the Staff Management Auditor (SMA) serves as the supervisory lead for the Financial Compliance Unit and directs the day-to-day operations, workload, and activities of assigned professional audit staff. 

SECTION B: ESSENTIAL FUNCTIONS

The incumbent must have the ability to perform the following essential functions with or without reasonable accommodations:

% of Time Spent – Typical Tasks

40% – Staff Supervision, Audit Operations, and Quality Assurance
· Supervise and direct Associate Management Auditors and other assigned staff responsible for financial compliance reviews, grant monitoring, and related grant recipient oversight activities.
· Serve as project manager for complex grant recipient audits, compliance reviews, and special projects by assigning work, establishing priorities and timelines, coordinating resources, monitoring progress, and ensuring timely completion of deliverables.
· Provide technical direction, guidance, mentoring, and training to audit staff regarding audit methodology, compliance requirements, professional standards, policies, and procedures.
· Monitor assignments, workload, work plans, timelines, and reporting deadlines to ensure efficient use of resources and completion of accurate, high-quality work products.
· Conduct quality assurance reviews of audit files, working papers, reports, memoranda, and correspondence to ensure accuracy, consistency, appropriate support, and compliance with applicable standards and requirements.
· Oversee complex and sensitive grant compliance audits and reviews and personally conduct assignments requiring advanced professional judgment.
· Manage recruitment, selection, onboarding, training, development, and supervision of staff assigned to the Financial Compliance Unit.
· Evaluate employee performance and apply appropriate supervisory principles and practices related to performance management, employee development, progressive discipline, workplace support resources, and departmental policies and procedures.
· Promote teamwork, accountability, effective communication, and consistency across assigned work activities and provide guidance in resolving operational and professional issues.

30% – Development of Performance Measures and Review Planning
· Conduct and oversee risk assessments of grant recipients to determine the appropriate level of audit and compliance review activities.
· Lead complex and sensitive compliance audits and reviews to ensure findings are accurate, well-supported, and issued in a timely manner while maintaining the confidentiality of sensitive information and records. 
· Review and evaluate grant recipient corrective action plans and supporting documentation to ensure audit findings are adequately addressed, corrective actions are implemented, and audits are resolved and closed within established timeframes. 
· Prepare memoranda regarding questioned or disallowed costs and coordinate with Executive team, as appropriate. 
· Provide technical assistance and guidance to audit staff and management, including reviewing financial and accounting records, evaluating compliance with applicable laws, regulations, and federal and state grant requirements, and assisting with the completion of compliance review documentation. 

20% – Risk Assessment and Compliance Oversight
· Manage CPGP's grant recipient risk assessment program by developing, implementing, evaluating, and continuously improving pre-award and post-award risk assessment tools, methodologies, procedures, and monitoring strategies.
· Conduct division-wide risk assessments to identify fiscal, operational, programmatic, and compliance risks affecting grant recipients and CPGP-administered programs.
· Establish and maintain risk-based criteria to assist in determining the appropriate level, frequency, and type of financial compliance review and monitoring activities.
· Analyze emerging risks, trends, patterns, audit results, and grant recipient performance data to identify areas requiring enhanced oversight and recommend strategies to strengthen internal controls, fiscal accountability, and grant compliance.
· Use risk assessment results to inform annual financial compliance review plans, monitoring priorities, resource allocation, and staff assignments.
· Provide technical assistance, training, and consultation to CPGP staff regarding risk management principles, grant compliance requirements, monitoring practices, and appropriate documentation.
· Evaluate the effectiveness of risk assessment and monitoring practices and recommend modifications to improve grant oversight and program administration

10% – Policy Implementation, Program Improvement, Training, and Management Communication
· Lead the development, implementation, evaluation, and revision of CPGP financial compliance policies, procedures, guidelines, tools, and operational processes.
· Assist with reviewing and revising policies and procedures in response to changes in laws, regulations, grant requirements, audit findings, identified risks, operational needs, and organizational priorities under the direction of management and Senior Management Auditor.
· Identify staff development and training needs and coordinate the development and delivery of financial compliance training, guidance, and resources.
· Prepare concise, accurate, and decision-ready briefings to executive leadership, management, and staff regarding audit results, risk assessments, compliance issues, trends, recommendations, and proposed courses of action.
· Respond to inquiries and information requests from executive leadership, legal counsel, oversight agencies, and internal and external stakeholders by providing accurate, timely, and well-supported information.
· Work collaboratively with CPGP staff and stakeholders to identify process improvements and strengthen financial accountability, compliance, and operational effectiveness.
· Perform other related duties as assigned.
· Represent CPGP in meetings, workgroups, and special projects related to grant compliance, financial oversight, and program improvement, and perform other duties as assigned.

SECTION C: NON-ESSENTIAL FUNCTIONS

None.

SECTION D: ADA REQUIREMENT

Reasonable accommodations will be provided to qualified individuals with disabilities in accordance with the Americans with Disabilities Act (ADA) and applicable state and federal laws.

SECTION E: KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of: Principles and practices of organizational management, accounting, and auditing. 
Elementary statistics; organization and management in the public and private sector, current trends, and problems in governmental management; principles of electronic data processing, the uniform accounting system, and the financial organization and procedures of the State of California, policies, rules, and regulations of the Legislature, State Controller, State Treasurer, Department of Finance, and central control agencies as they relate to State agency financial and program management activities. 
All of the above, and principles and techniques of personnel management and supervision; methods of auditing through electronic data processing systems; applications of probability sampling to auditing; program budgeting.
Ability to: Learn and apply general and specialized accounting and management auditing principles and procedures as used in State Government.
Conduct financial and management duties of a variety of State agencies, governmental jurisdictions, and other entities; make investigations of accounting and financial organization procedures and problems; communicate effectively; and analyze data and take effective action.
Plan, organize, and direct the work of a small group of auditors engaged in management audits, assume responsibility for complex audit studies.
.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The SMA is responsible for managing critical financial compliance oversight functions that support the administration and accountability of approximately $500 million annually in state and federal grant funding across 15-20 grant programs and more than 600 active grant agreements. The incumbent’s decisions directly influence the effectiveness of grant monitoring, fiscal stewardship, regulatory compliance, and the overall integrity of BSCC-funded programs. The position requires the exercise of independent judgment, sound analytical decision-making, and adherence to applicable laws, regulations, policies, and professional standards. Errors in judgment, analysis, policy development, risk assessment, or compliance determinations may result in significant financial impacts, questioned or disallowed costs, audit findings, operational deficiencies, reputational risk, and potential noncompliance with state and federal grant requirements.

SECTION G: PERSONAL CONTACTS

The SMA collaborates closely with BSCC executive leadership, managers, supervisors, analysts, accounting and budget staff, and legal counsel to support effective grant administration, financial oversight, and compliance activities. The incumbent maintains regular communication and coordination with federal agencies, state departments, local governmental entities, grant recipients, community-based organizations, nonprofit organizations, professional associations, private-sector partners, and other internal and external stakeholders. The SMA represents BSCC in meetings, training sessions, workgroups, and technical assistance activities and is responsible for effectively communicating complex programmatic, fiscal, and compliance information in a clear, accurate, and professional manner.

SECTION H: WORK ENVIRONMENT
Work is performed in an open-spaced partitioned, climate-controlled office environment under artificial lighting. Job requires sitting for extended periods of time while using a personal computer or reviewing documents and working papers.  There may be occasional in-state travel required.

SECTION I: PHYSICAL REQUIREMENTS

	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	x

	Walking
	
	x
	
	

	Standing
	
	x
	
	

	Bending (neck/waist)
	
	x
	
	

	Squatting
	
	x
	
	

	Climbing
	x
	
	
	

	Kneeling
	x
	
	
	

	Crawling
	x
	
	
	

	Twisting (neck/waist)
	
	x
	
	

	Is repetitive use of hand(s) required?
	
	
	
	x

	Simple Grasping (R or L)
	
	
	
	x

	Power Grasping (R or L)
	x
	
	
	

	Fine Manipulation (R or L)
	
	
	x
	

	Pushing/Pulling (R or L)
	
	x
	
	

	Reaching (above/below shoulder level)
	
	x
	
	

	Lifting/Carrying: Describe the heaviest item required to be lifted or carried, the frequency and the distance:  
	Occasionally lift up to 10 lbs. when carrying files, meeting supplies or laptop computer.





SECTION J: SIGNATURE
By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.


______________________________________________________________________
Employee’s Signature							Date


I have discussed a provided a copy of this duty statement to the employee named above.


______________________________________________________________________
Supervisor’s Signature							Date
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