Chartered Institute of Internal Auditors 
_____________________________________________________________________________________

JOB DESCRIPTION

Professional Practices Advisor
Reporting to:

Head of Professional Practices
Business Unit:

Technical Content and Research
Main Purpose of the role:

1. To provide support for the Head of Professional Practices to manage technical guidance on all matters related to governance, risk management, internal control and internal audit. This will cover members of the Chartered IIA across all sectors, as well as other queries relating to internal audit practice by non-members. To include drafting guidance and responding directly to technical queries. 
2. To support the Head of Professional Practices to maintain the Chartered IIA’s programme for conferences, Forums, special interest groups, other meetings as required and at IIA Global group forums. This will include presentation preparations, diarise meetings and agreeing agendas, responding to member and non-member questions and queries.
3.  To support the Head of Education and Development to develop and implement learning outcomes for syllabi and training courses.
Staff Responsibility: None
	Principal Activities
	How achieved
	How measured
	Time Spent
Approx.

	Knowledge Curation and Creation
	Writing and commissioning the production and distribution of technical guidance to members in a variety of formats.
	Writing technical resources to meet needs of internal audit members and Education and Training delivery.
Guidance issued to members. At least one piece per month using agreed Chartered IIA style.
	20%

	
	Coordination of the guidance writing group, preparing for meetings and writing agendas, reports and plans.
	Collating progress against the strategic plan of technical guidance, to enable there to be visibility around delivery of the Technical Guidance Plan.
	5%

	
	Answering members’ individual technical queries as required. This includes technical Q&A features for Insight.
	15-20 per month recorded in the response’s spreadsheet.


	15%

	
	Promoting and supporting the International Professional Practices framework (IPPF)
	Working with the Marketing team to ensure Global professional guidance web pages are updated each month.
Monitoring the Global IIA website, flagging relevant articles/guides to the Head of Professional Practices.
Responding to support/review other global guidance to meet time targets. 
	5%

	
	Build and maintain relationships with the wider Chartered IIA internal team and members to support delivery of responsibilities.
	
	5%

	Education & Training Strategy
	Write materials for on-demand and training courses and learning programmes as required and deliver training in line with the E&D training plan.  

	Technical resources provided to support delivery are current and authoritative.
Materials align with member needs and receive positive feedback from stakeholders.
	25%

	
	Support and inform the syllabi for the qualifications/ certifications/ apprenticeships owned by the Chartered IIA in relation to internal audit knowledge, skills and behaviours.
	
	5%

	Quality Assurance and Voluntary technical team
	Support high standards of content of technical guidance through the design and implementation of rigorous quality assurance procedures and performance measures.
Support the Head of Professional Practices in managing the team of volunteer technical writers. 

	Voluntary technical writers meet all QA targets; material receives high ratings regularly from members. 
Develop a programme for quarterly engagement with volunteer writers, reviewing technical content, diarising meetings and to support managing the pipeline of technical reviews. 
	5%

	EQAs
	Perform support role duties on EQAs as in line with the EQA plan.
Work to high standards of content of technical guidance, training materials and EQA assignments in line with procedures.
	
	5%

	Staffing
	Engage in staff reviews, appraisals and events.

	Working with the Head of Professional Practices engage in regular monthly staff meetings, appraisals and events as required. 

	5%

	Teamwork
	Providing updates on internal audit technical matters to other Chartered IIA business units and provide technical input and knowledge into their projects as requested.
	Attendance at group meetings, and management/executive meetings.

	2.5%

	Other duties
	Undertaking special projects and activities as directed by the Head of Professional Practices. 
Maintain an enthusiastic and can-do attitude to excellence.
Implement appropriate procedures, systems and policies to enhance efficiency, effectiveness and economy to deliver all customer-facing activity and to support corporate initiatives.

	Assessment of performance as required.


	2.5%


Environment and Challenges of the role:

The Chartered IIA is the only body in the UK and Ireland solely dedicated to the profession of internal auditing and to representing, developing and promoting the professional practice of internal auditing. The post holder must be able to work with the Head of Professional Practices and other colleagues as required to keep abreast of current issues and respond to emerging developments in the profession in order to ensure that Chartered IIA guidance and the website pages material is up-to-date and relevant to the market’s needs. They must have the skills and confidence to represent the Institute at the highest levels.

Essential experience, knowledge and skills

Professionally qualified in internal audit, (Certified Internal Auditor ideally or working towards) preferably with 2-3 year’s practical internal audit experience.

Knowledge

Extensive knowledge and understanding of governance, risk management, internal control and internal auditing, in at least one business sector, including new developments within the profession and legislative and regulatory developments and their impact on internal auditing.
Experience of developing education material.
Key skills and personal qualities

· Excellent research skills and ability to assimilate information quickly and accurately.
· Good written and oral communication skills, being able to work with senior leaders in the internal audit profession, in meetings and at conferences.
· Ability to identify trends and their implications for internal auditors.
· Supporting members with emerging risk challenges and the use of AI in developing their internal audit approach.
· Able to manage multiple projects delivering to time and quality standards.

· Able to manage a varied workload including completing planned tasks and responding to ad hoc member needs.
Experience and Skills:

· Qualified internal auditor CIA (or working towards), preferably with 2-3 year’s practical internal audit experience.
· Ability to develop working practices to support required business unit outcomes for knowledge and learning and link with overall Chartered IIA strategic objectives.
· Drive and motivated, and able to work independently.
· Experience in the development and delivery of training courses and syllabi.
· Aptitude to support a member first approach. 
· Problem solver.
· Understand the importance of education in shaping the development of internal audit skills and knowledge. 
· Excellent IT proficiency in MS365 products, including Copilot and the use of generative AI.
· Experience of developing website content, blogs, social media content, podcasts.
· Good communication and writing skills.
· Adherence to equal opportunities and a staff charter. 
Desirable

· Experience of presenting at senior leadership meetings and forums. 
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