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Raven Global Training 
Course Syllabus

New Audit Manager
Three Day Outline

Course Overview:

As we progress through our careers, inevitably, you’ll become the boss, supervisor, manager, or any other term of endearment that we use for those from whom we seek direction, motivation, and guidance.  The world of internal auditing is no different.  This course will help new audit managers understand essential aspects of their responsibilities.  You will learn some valuable project management techniques to meet your audit’s objectives and how to manage, motivate assigned staff. 
Who should attend
· New and recently promoted Internal Audit Managers
· Experienced business professionals entering the Internal Audit profession
· Managers who want to manage audit teams effectively
Learning Objectives

At the end of this program, attendees will be able to:

· Build a top-performing audit team

· Manage the audit project to ensure quality, satisfy audit objectives, and develop staff
· Communicate audit results effectively
Program level: Basic
Prerequisites: None
Advance Preparation:  None
Instructional Method: Group-live
Recommended CPE credit to be awarded for the program:  Field of Study – Auditing (16) & Communications (8)
Program registration requirements:  Contact RJ Catlin at rjc@ravenglobaltraining.com to register. We accept Cash, Check, and Paypal.
Course Outline (24 CPE)
Day 1

1. Becoming a great manager / leader

a. Manager vs Leader

b. Learning to manager

2. Identifying knowledge and skills gaps – team assessments
a. Skills assessment

b. Gap assessment

3. Training your employees to become top performers

a. Closing the gap

b. Train the trainer on essential audit topics

i. Risk and Control Concepts

ii. Risk Assessments

iii. Audit program execution

iv. Working papers

v. Audit findings
4. Inspiring creativity

a. Getting Creativity out of your auditors

b. Helping your auditors think critically

5. Hiring the right employee for the right job at the right time

a. Job descriptions

b. Job interviews

c. Candidate selection
Day 2

6. Managing expectations
a. Understanding your own expectations

b. Communicating expectations

7. Managing projects - project management techniques to make managing easier

a. Competing constraints of projects

b. Planning audit projects

c. Setting milestones and deliverables

d. Making project assignments

e. Managing project risks

8. Managing time - time management strategies for you and your team

a. Personal time management

b. Teaching time management to staff

c. Team time management strategies
9. Motivating your team

a. Drawing out individual motivations

b. Motivating one-to-one

c. Motivation for teams

10. Retaining your employees
a. Retention performance metrics

b. Improving your retention rate
Day 3
11. Conducting staff performance evaluations

a. What do discuss

b. When to discuss

c. How to discuss
12. Communicating bad news

a. Types of bad news

b. 3 techniques to communicate bad news

c. Managing reactions to bad news
13. Reviewing audit observations

a. Providing feedback to staff on written observations

b. Training staff to see the big picture

c. Reducing the internal hurdles and back-and-forth of audit observations

14. Selling audit observations
a. Communicating what’s important

b. Helping staff communicate what’s important
15. Writing audit reports
a. Reviewing observations

b. Writing executive summaries
Refunds and Cancellations
Contact RJ Catlin at rjc@ravenglobaltraining.com, for additional administrative policies, including refunds, cancelations, and complaints. For more information regarding administrative policies such as complaint and refund, and cancellation please contact our offices at 571-266-7328.

Course Registration 

Contact RJ Catlin at rjc@ravenglobaltraining.com for registration.

CPE 

Raven Global Training is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.  Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website:   www.learningmarket.org
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