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DEMMY GLOBAL RESOURCES LIMITED



                                            JOB DESCRIPTION
	Job Title

	Audit Officer

	Reports to

	Audit Head

	Section/Dept.

	 Internal Control and Audit


	Summary of Role
Assist the Internal Auditor in developing an overall audit strategy, and protect all company assets in ensuring full compliance to the internal control procedures and regulations. 
Job Duties & Responsibilities

· Carry out spot checks including stock, cash, books, records, controls, policies and procedures on all branches, warehouse and stores for accuracy, compliances and completeness.

· Checking all STPs and SRAs monthly commission before payments are made

· Prepare monthly inventory valuation.

· Checking and report any weakness and non-compliances in controls and procedures put in place by the company.

· Checking all inventories in the warehouse periodically.

· Reconciliation of inventory daily chart with branches reports.
· Reconciliation of bank statements with branches reports.

· Confirm the branches working capital to ensure branches are not keeping excess stocks.

· Reconcile all payments with bank statement and inventories with distribution chart

· Reconcile all Networks, vendors, creditor and other payable accounts against their Statements, banks statements, Store/Warehouse Records, Printing unit record and other records.

· Checking and reconciling debtors and all other receivables accounts.

· Preparing branches daily sales analysis in an excel format to confirm completeness and correctness of branches Daily Sales Reports.

· Carry out post audit review and reconciliation of all spot checks exercise.
· Regular and periodic report to the Regional Head of Audit and Head of Audit. 
· Any other duties assigned by Management from time to time.
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       Ideally, a job description should be reviewed annually and updated as often as necessary.












