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Shetland


Islands Council

 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 
INTERNAL AUDIT REPORT
Confidential

To:
 Finance - Office Supervisor
cc:
Head of Finance 


Chief Executive

From:
Service Manager - Internal Audit 

EXECUTIVE SERVICES – FINANCE – OFFICE SERVICES
1.
Auditee and Background
1.1 The auditee is the Finance – Office Services – Office Supervisor.

1.2 Office Services provides full administrative and secretarial service to all sections within Finance based across two sites at Montfield and Charlotte House.  The main functions are:

· a reception service

· mail handling 

· record keeping and maintaining filing systems

· stationery and purchase order stock control and production 

· provision of a minute taking service 

· the booking of travel arrangements 

· administration of vacancies 

· maintain staff details on CHRIS system and personnel records  

· maintain holiday, sickness and overtime records; prepare monthly/yearly statistics

1.3 Office Services is not subject to specific legislation

1.4 The 2005 / 2006 budgets for Office Services are summarised below:
	 
	£

	Employee Costs
	92,077

	Operating Costs
	47,856

	Income
	-2,060

	 
	£137,873


1.5 The Finance – Office Services establishment currently recorded on the  

         CHRIS system is:

	Post
	Grade
	FTE’s

	Office Services Supervisor
	APT&C
	1

	Senior Clerical Assistant
	APT&C
	1

	Clerical Assistant
	APT&C
	1

	Clerical Assistant
	APT&C
	1

	
	
	

	Total Full Time Equivalents
	
	4


    1.6
The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel & Word

	FMS
	Integra


2.
Audit Scope
2.1 This is an audit of Finance – Office Services.

2.2 The audit encompassed the following: a review of the administration of controls surrounding the application of Council Policy; system access and their alignment with job responsibilities and segregation of duties, access to end user systems and back up routines, application of value for money criteria, use of screen savers, security of credit cards, cheques and office keys; Human Resource Management including staffing arrangements, overtime and expense claims, staff terminations and transfers, staff training, register of interests, holiday entitlements, recruitment, absence management and Financial Management incorporating purchase orders, journals, sales invoices, petty cash, inventories, budget monitoring and lease payments.

2.3
The audit scope period within which audit tests were performed was the nine months to 30th April 2005.

Details of areas tested during the course of the audit are attached, Appendix 1.

3.   Audit Issues

3.1 Internal Audit did not identify any issues, which required written comment.  Two minor issues (refer to appendix 1) were noted as verbal comments.

4.   Other Observations

4.1
The Office Supervisor and her staff should be congratulated as this audit has only revealed relatively minor issues.  We would like to take this opportunity to thank all Office Services staff for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by staff, together with a ready willingness to acknowledge and accept the minor verbal recommendations, made by Internal Audit, was appreciated throughout the audit process.

5
Auditee Response

5.1
As no material issues have been identified a formal response is not required.

Date:
30th June 2005 

Report No: IA/OS/05/06
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