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JOB description

	Job Title:
	QA Auditor

	Department:
	Quality Assurance

	Reports To:
	Quality Assurance Manager

	FLSA Status:
	Non-Exempt

	Supervisory Responsibilities:
	None




Position Summary:  The Internal Audit Coordinator is responsible for providing regular and systematic program compliance review, as well as day-to-day support to the Quality Assurance and Child Care Fund Staff. 

Essential Duties and Responsibilities: To perform this job successfully, an individual must be able to perform the following satisfactorily; other duties may be assigned. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Audit
· Responsible for the internal auditing of records within the three Area Offices for compliance to Quality Assurance policies and regulations
· Maintain the internal auditing system within the three (3) Area Offices for program compliance to the Quality Assurance policies, Funding Terms & Conditions (FTC’s) and regulations
· Develop and maintain a tracking system for internal programmatic controls for Child Care Fund
· Monitor internal/external data entry in Child Care Fund for accuracy

Contract Compliance
· Assist with the analysis of policies and regulations governing the Subsidy Programs.
· Assist in Subsidy policy decisions and dissemination to all Subsidy Staff.
· Assist with the developing and updating of, as necessary, the Parent and Provider Handbooks, Memos and Tool Kit.
· Assist in finding ways to integrate new regulations into policy and procedures.
· Assist in the provision of technical assistance and support to the Area Offices and the Payment Department on policies and regulations.
· Assist in developing and maintaining policies regarding fraud.
· Assist in writing and distributing Subsidy policies, regulations and procedures.

Fraud
1. Provide technical assistance and support to the Quality Assurance staff regarding possible parent and/or provider fraud.
1. Assist in the investigation of cases with alleged or suspected fraud. 


Secondary Duties
· Represent the agency at meetings with EHSD, CAPPA, Trustline and other meetings as assigned.
· Assume responsibility for related special projects assigned by the Quality Assurance Manager.


The above statements are intended to describe the general nature and level of the work being performed by people assigned to this work. This is not an exhaustive list of all duties and responsibilities. CocoKids management reserves the right to amend and change responsibilities to meet business and organizational needs as necessary.


Minimum Education & Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Formal Education:
· BA degree and/or two years’ related experience preferred

Practical Experience:
· [bookmark: _Hlk130812358]Public speaking and oral presentation skills
· Proficient in MS Office suite (Word, Excel, etc.)
· Demonstrated ability to relate well to the community, parents, providers, and co-workers
· Ability to work and communicate with diverse cultural and socioeconomic groups, and differently-abled individuals
· Detail-oriented and accurate 
· Demonstrated strong organizational skills

Technical Qualifications or Specialized Certification:
· Familiarity with database systems and various software, preferably Care Control (MCT/CC3) 
· Ability to generate accurate ad-hoc reports

Language, Mathematical, and/or Reasoning Ability:
· Bi-lingual desired, Spanish preferred
· Excellent analytical and problem-solving skills 
· Ability to communicate via email and telephone
· Ability to calculate 
· Ability to follow instructions based on a procedure manual

Other Skills:
· Ability to quickly gain trust and establish rapport.
· Ability to travel and work effectively in different offices 
· Ability to persuade, explain, influence, promote, advocate
· Ability to maintain confidentiality.

Certificates and Licenses: None


Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· This position may be considered for a hybrid work option by working part-time in the office and part-time working from home or engaging out in the community.


Physical and Mental Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Employee is regularly required to stand; sit; walk; and use hands to finger, handle or feel.  The employee is frequently required to reach with hands and arms, stoop, kneel, crouch, talk or hear.  The employee must occasionally lift and/or move up to 20 pounds, operate a motor vehicle.  
· This job operates in a clerical office setting. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 
· This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open filing cabinets and bend or stand on a stool as necessary.  
· Ability to meet the requirements of daily attendance on the job for full continuous eight-hour days (f/t employee), or depending on your employment status
·  Willingness to work flexible hours including occasional evening and weekend events 
· Ability to work under pressure and meet deadlines
· Reliable transportation, valid California driver’s license and insurance





The above job description is not intended to be an all-inclusive list of duties and standards of the position.  Incumbents will follow any other instructions, and perform any other related duties, as assigned by their supervisor.
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