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POSITION DESCRIPTION 

At IMPACT Community Services, our vision is Improving lives, and our mission is to build a caring, inclusive 

community by creating opportunities that empower individuals and promote meaningful participation. This role 

supports that mission through compassion, trust, and collaboration to create positive change. Guided by our pillars of 

Live, Grow, and Prosper, it helps stabilise life circumstances, foster personal growth, and support sustainable 

employment and social enterprise outcomes. 

Position Title: Internal Auditor 

Position Overview: 

The Internal Auditor position is a part of IMPACT’s Quality Management System framework 
and is responsible for scheduling and undertaking IMPACT Community Services internal audits 
and self-assessments against the relevant accredited and non-accredited standards. The 
position will also assist with strategies for continuous improvement for compliance and best 
practice. 
 

Award: 
Social, Community, Home Care and 
Disability Services Award 2010 

Classification: Level 3 

Department: Compliance, Risk and Administration Position Code: 02.008.08 

Accountable To: 
Manager Compliance, Risk and 
Administration 

Probationary Period:  6 Months  
(Monthly reviews are conducted) 

Impact Commitment Statement 

Our staff actively contribute to IMPACT Community Services’ vision, mission, values, and uphold our policies and 

procedures. In return, they experience the reward of making a real difference in the community, working within a 

supportive team culture, and benefiting from a strong commitment to learning, development, and meaningful 

employment benefits. 

IMPACT Vision 

Improving lives  

IMPACT Mission 

Building a caring and inclusive community through opportunities which empower people, increase individual choice, 

improve resilience and increase social and economic participation. 

IMPACT Values 

IMPACT Community Services culture is driven by the following values

 Put Wellbeing First  

 Build Trust in Relationships  

 Empower Others  

 Be Compassionate  

 Celebrate Uniqueness  

 Work Together  

 Create Positive Impact  

 Strive for Excellence 
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Key Responsibilities 

• Preparing an annual schedule of IMPACT Programs and sections compliant to ISO9001:2015. 

• Preparing a schedule of audit for specific standards such as:  

➢ NDIS 

➢ Human Services Quality Standard 

➢ National Standards for Disability Services 

➢ Laundry 

➢ Child Safe Standards 

➢ National Safety and Quality Mental Health Standards for Community Managed Organisations 

➢ Heavy Vehicle National Law 

• Undertaking internal audits of all the standards relevant to IMPACT Community Services. 

• Compiling internal audit reports for all standards evaluated. 

• Assisting the Manager Compliance, Risk and Administration with periodical self-assessments against the 

standards. 

• Liaising with the Manager Compliance, Risk and Administration on results from internal audits, non-

conformities found and any other notable matters. 

• Forwarding any document change requirements resulting from internal audits to the Manager Compliance, 

Risk and Administration. 

• Assisting managers with continuous improvement strategies for compliance and best practice for their 

programs and sections. 

• Taking reasonable care for personal health and safety in the workplace and that of others. 

• Other duties as required, taking into consideration the experience and qualifications of the staff member 

and the level of the position, and including assisting with activities which are beneficial to the wider 

organisation.  Where Higher Duties apply the relevant Award will be followed. 

 

Position Requirements  

Essential qualifications, skills and experience 

• Previous experience working in compliance roles 

• High level of skills and experience in conducting internal audits for a not-for-profit organisation 

• High level of interpersonal skills including oral and written communication skills, in particular report writing 

• Ability to interact with staff, clients and key stakeholders of the organisation 

• Highly developed computer skills with proficient use in Microsoft Office applications 

• Ability to work autonomously 

• Proven personal skills including initiative, self-motivation and application 

• Demonstrated skills in the areas of planning, co-ordination and meeting assigned deadlines 

• High level problem solving, research and analytical skills and experience 

• Ability to present findings in an appropriate and relevant manner 

Desirable qualifications, skills and experience 

• Qualification for auditing 
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Child Safe Organisation 

IMPACT is a Child Safe Organisation and is committed to the safety and wellbeing of children and young people. All 

employees of IMPACT must follow the National and Queensland Principles for Child Safe Organisations and all of 

IMPACT’s internal policies and procedures in relation to safeguarding a child or young person.  

Licensing and Administrative Requirements 

Please note that employment is subject to obtaining/holding all requirements listed below and that failure to 

comply may lead to termination of employment. These requirements must be maintained throughout the 

employment period. 

• Queensland Driver’s Licence / C Class 

• This position must hold a possession of, or willingness to obtain a QLD Working with Children clearance 

(Blue Card). 

Employee Acknowledgement 

I have received, reviewed, and fully understand the position description for this role. I further acknowledge that I am 

responsible for the satisfactory execution of the essential functions outlined therein, under any and all conditions as 

described. 

Employee Name:  

Date:  

Signature:  

 


