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	1. EFFECTIVELY LEADING AND  MANAGING
AUDITS
Course Facilitator: Oluwafemi Fayehun
M.Sc, ACA, ACTI, CWAIA, MIIA, MIAF, MNIM
 


	2. Course Objectives
• Identify  and apply project
management tools and
strategies
• Lead, develop, and
motivate staff
• Understand and apply
effective methods to give
and receive feedback
• Manage message
development and report
preparation
• Utilize methods to develop
a positive team culture
 


	3. Auditor-in-Charge Roles and  Responsibilities
o Oral Communications
o Written Communications
o Personal Development
o Interpersonal Development
o Goal Setting
o Time Management
o Stress Management
o Critical Thinking
The Audit In-Charge leads staff on client audit engagements, which include planning,
executing, and completing the audit tasks.
 Provide input to, and works closely with,
Engagement Manager in planning and scheduling
work to be done on engagements, including the
preparation of estimated time budgets and staffing
requirements
 Participate and document the engagement
planning and risk assessment meetings
 Develop an audit plan, in coordination with the
engagement manager or partner, which includes
understanding the client’s business and industry,
and government regulations and requirements
affecting the client
 Provide timely feedback to staff assistants about
their job performance, i.e., their strong and weak
points and areas for improvement
 Accomplish and discuss Performance Review
Reports (PRRs) of staff assistants immediately after
every engagement
Roles and Responsibility Necessary Skills
 


	4. Developing the Audit  Project Plan
check-lists control lists
questionnaires
Ishikawa diagram –
cause and effect
diagram
audit trail 8D method
Planning is part of internal auditing’s systematic, disciplined, and risk-based approach and
is mandated by the International Standards for the Professional Practice of Internal
Auditing.
Audit design tools
 


	5. Developing the Audit  Project Plan – Cont’d
Project planning: 5-step approach
Gather information
to understand the
area or process
under review
Conduct a
preliminary risk
assessment of the
area or process
under review
Form engagement
objectives
Establish
engagement scope
Allocate resources
 


	6. Facilitating team meetings
  Work with the meeting sponsor to identify objectives
ahead of time.
 Invite the right people to the meeting
 Help participants prepare for the meeting ahead of
time
 Develop a question-based agenda that encourages
participation and ownership of the meeting
 Start the meeting by sharing an "excite statement"
that gets people invested in the meeting.
 Create opportunities for participant engagement
meetings are convene with the sole purpose of
getting everyone in the room at the same time
to convey a certain message. Meetings can be
used to develop project concepts, solve
complex issues, or take a project to the next
level.
Meeting facilitation best practices
 


	7. Coaching, Developing and  Motivating Staff
Leadership
principles
•Be a Role Model
•Facilitating Dialogue
•Have a Clear Vision
•Admitting Mistakes
•Learn to Delegate
characteristic
s of effective
coaches
•Positive
•Enthusiastic
•Supportive
•Goal-oriented
•Focused
Coaching and Development is designed to improve employee engagement, boost confidence,
increase retention, strengthen relationships, and, most of all, help you invest in your employees so they
can reach their highest potential.
 


	8. Motivation
Motivating employees is  an important aspect of a company's daily operations, as it can help
encourage staff members to be successful and effective in their roles.
Set attainable goals
Provide immediate praise for
accomplishments
Build trust within the team
Create an employee incentive
program
•Creating SMART (specific, measurable,
actionable, relevant and time-bound)
goals for employees is an excellent
motivational technique.
•While formal reviews are useful for giving
detailed feedback, you can boost overall
morale by providing positive praise to other
employees when they've done a great job
on a project or completed an assignment
ahead of time.
•Another helpful strategy for improving
employee motivation is creating an
incentive program that directly rewards
team members for their
accomplishments
 


	9. Effective feedback, communication,  and listening
Common barriers to effective
communication include:
1. Stress and out-of-control
emotion. When one is stress or
emotionally overwhelmed, you're
more likely to misread other people,
send confusing or off-putting
nonverbal signals, and lapse into
unhealthy knee-jerk patterns of
behavior.
2. Lack of focus. You can't
communicate effectively when
you're multitasking.
3. Inconsistent body
language. Nonverbal
communication should reinforce
what is being said, not contradict it.
Effective communication skill
1) Become an engaged listener
2) Pay attention to nonverbal signals
3) Keep stress in check
4) Assert Yourself
Communication is the transfer of thoughts and ideas between people to achieve understanding.
Effective communication is about more than just exchanging information. It's about
understanding the emotion and intentions behind the information
 


	10. Listening and Feedback
  Employee survey - This can encompass
routinely scheduled departmental surveys
or those designed expressly to assess
specific issues.
 Employee discussion/focus groups - Ideally
for six to 12 employees at a time. Managers
with the right people skills (listening,
questioning, for example) can be trained to
run these groups.
 Management discussion groups - Led by a
facilitator, these sessions are designed
specifically as management briefings and
feedback sessions.
 Suggestion box – Allows employees to share
information and concerns (anonymously if
they choose).
 Set the scene. This involves choosing the
best time and place for listening.
 Allot enough time. Don't be rushed in the
process; this signals to the other person that
what he or she is talking about is
unimportant to you.
 Select comfortable "turf." Pick a location
that is neutral to each person, such as a
public place or outside. Try to avoid
pressure points like the job site or office.
 Avoid interruptions. Offer your undivided
attention. That means no phone calls or
other distractions.
Ideally, good internal communications is a two-way process. Employees feel valued
when they believe their opinions matter and are asked for feedback.
Resources that help facilitate
feedback
Tips for improving listening skills
 


	11. Managing Message Development  and Writing
 What is Message Development?
Message development involves
putting together the information that
needs to be conveyed to the
general public and to the intended
audiences during an emergency.
 Purposes of Message Development
 Educate about how to assess
and manage risk.
 Inform about risk-reduction
behaviors.
 Promote risk-reduction behaviors
and practices
 Increase trust between the public
and authorities or service provider
Well-designed messages are specific to the audiences and should clearly describe both the
desired behavior and the benefits that can be reaped by engaging in it.
 


	12. Techniques for Guiding  Audit Teams in Developing Messages
There are many ways in which you can support your team in developing messages, no
matter what your role in the team. The following are the techniques for guiding audit team:
1) Communicate regularly
Open and honest communication is the foundation of a successful team. This means clearly
communicating what needs to be done, what the latest successes are, and which areas
need focus and attention.
2) Check-in regularly
A laissez-faire approach to teamwork isn’t always the best solution. Leaders should make
sure their team has access to regular and scheduled support and feedback, and everyone
should take an active role in their own development.
3) Be inclusive
If you’re trying to support your team at work, it’s likely that there is a diverse range of people
that you’ve got to appeal to. No matter what your role in your team is, you can support
others by remembering the importance of balance.
4) Empower others
Empowering those around you is a highly efficient way of offering support to your team.
7) Set reasonable goals
People like to know what their purpose is. In the workplace, collaboration relies on everyone
having a shared set of goals and expectations.
 


	13. Building High Performance  Team
 What is a team climate?
A team climate is the environment
where employees interact, engage
and exchange ideas with each other.
It's important to build a healthy team
climate to ensure employees feel
comfortable, confident and supported
when around one another.
 How to have a healthier team
climate
 Review the current team climate
 Communicate priorities and
responsibilities to team members
 Inform employees of the values,
vision and mission
 Strengthen relationships between
employees
 Recognize high-performing team
members and achievements
 Ask for feedback
 


	14. Managing relationships with  team members &
stakeholders
 Tips for building better relationships with stakeholders and team members
1) Help team members and stakeholders understand your level of
responsibility
2) Work in some time to get to know your team members and stakeholders
3) Balance goal attainment and relationship management
4) Be mindful with communication during conflict resolution
5) Be clear about project requirements up front
Project managers are tasked with successfully executing projects and providing expected
deliverables that meet stakeholder goals.
 


	15. THANK YOU
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