Safety and Accountability Audit
Audit Coordinator Job Description

The Audit Coordinator will be responsible for creating the overall structure for the Audit, organizing and preparing for the activities of the Auditors, and carrying out all other activities necessary for an organized Audit process.

Responsibilities Include:

1. Read The Praxis Safety and Accountability Tool Kit and participate in the annual Praxis Audit Institute.  
2. Recruit agency involvement in the Audit through meetings with agency supervisors. These meetings will include explanation of the Audit process, confirmation of agency commitment to participate, and collection of appropriate materials from the agency.
3. Begin process of mapping, collecting materials, identifying the scope of the Audit, and other preparatory work.

4. Form a community Audit Team to participate in the activities of mapping, observing, interviewing, and text analysis determined by the scope and organization of the Audit. Assist in identifying community members and inviting those members to participate on the Audit Team, if appropriate.

5. Prepare confidentiality agreement and have it signed by all Audit Team members.
6. Maintain communication with each supervisor throughout the Audit process or arrange for regular supervisory updates by the appropriate Team member.

7. Provide the Audit Team with all materials necessary for carrying out the Audit. This includes identifying and obtaining for the Team all policies, procedures, laws, statistical information, case files, transcripts, and other text and materials needed to complete the Audit.

8. Arrange for and (if appropriate) facilitate Audit focus groups.

9. Schedule Audit Team activities, observations, interviews, and meetings for the Audit and create a written Audit Schedule, including all scheduled activities of the Audit. Coordinate the schedules of all involved, send confirmation letters, do reminder calls, and send thank-you letters to those who are interviewed and observed throughout the Audit.

10. Carry out administrative tasks associated with the completion of the Audit, including arranging for food, coordinating meeting space, making copies of handouts, etc.

11. Take notes (or arrange for a note taker) and circulate minutes from all meetings, telephone conferences, and other appropriate activities.

12. Coordinate and facilitate meetings to review, interpret, and analyze Audit data throughout the Audit. Includes scheduling, arranging for space, and recording all information and analysis produced by the meeting(s).

13. Other duties as required by the Audit process, including planning for, facilitating and/or overseeing the implementation of the Audit’s recommendations.
Skills Include:  
The Audit Coordinator will be well-organized, analytical, diplomatic, and will have skills in communication, meeting facilitation, and negotiation.
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