	Postal Life Insurance Company Limited
	Job Description

	Job Title
	Head of Internal Audit

	Department/Division
	Internal Audit Department

	Location
	Islamabad

	Reporting Relationships

	Position Reports To
	Chief Executive Officer (Administratively)
Audit Committee (of the BOD)

	Positions Supervised Directly
	Board Audit Committee 

	Purpose of Position

	The position of Head of Internal Audit exists to establish, implement and manage a comprehensive program of internal audit covering all aspects and phases of PLI’s operations, including planning and conducting risk based, operational and compliance audits to determine adequacy of the PLI’s systems of internal control and degree of compliance with these controls. The position will also be responsible for evaluating and reporting on the effectiveness of the implementation and make recommendations for improved controls, operating procedures, records and systems design etc.

	Responsibilities (Functions/Tasks)

	· Take overall responsibility for setting up the Internal Audit function in PLICL, ensure the development and implementation of a proper system of internal control and checks at the head office and locations, and provide leadership to the internal audit team in carrying out their assigned duties.
· Perform as a Secretary of the Board's Audit Committee and help to reach decisions regarding matters that are referred to it and ensure compliance so that future irregularities can be avoided.
· Undertake the development and timely implementation of approved Audit Charter, Audit Plan and Audit Manual.

· Formulate and implement comprehensive internal control features and processes for effective risk management and minimization of fraud and/or forgeries.

· Guide departments and functions in ensuring adherence to prescribed control requirements and provide guidance on rules and regulations to ensure internal consistency of the audit and internal control review procedures and plans. 
· To assess the effectiveness of the Anti-Money Laundering (AML) and Counter Financing of Terrorism (CFT) systems and controls under the applicable AML/CFT rules and report findings to the Board Audit Committee and management.
· Review the Financial Statements (Annual, half year and quarterly), and Board & Management Letter issued by the External Auditors and submit report to the Board Audit Committee for consideration.

· Coordinate with government auditors, ensuring that all necessary information, records, and documentation are provided in a timely manner. Critically review audit findings and highlight critical observations to the Board Audit Committee (BAC) for their consideration and necessary action. Facilitate follow-up actions to ensure that the recommendations of the government auditors are adequately addressed and implemented.
· Review and oversee the division of responsibilities between the Board, senior management, and third-party service providers, ensuring accountability and governance.
· Review segregation of duties, dual controls, and safeguarding of assets in coordination with management and service providers.

· Perform prudential oversight in key insurance domains, including underwriting risk controls, valuation of technical provisions, investment and liquidity risk management, reinsurance arrangements (including credit assessment of reinsurers), and continuous monitoring of capital adequacy and solvency positions.
· Review internal controls on an on-going basis, across critical functions, including risk management, underwriting, investments, claims, operations, compliance and reinsurance arrangements and identify areas where reinforcement is required, prepare formal reports with recommendations to management of the audited processes, submit to Internal Audit Committee of the BOD, and ensure that improvements are implemented expeditiously, 

· Highlight procedural and systems shortcomings to the management including CEO, and co-ordinate with the management for timely responses on the audit observations and submit audit reports to the Board Audit Committee for review. The BAC shall review the observations highlighted by the Internal Audit department and escalate critical observations to the Board of Directors with its recommendations.
· Coordinate with Management, including CEO to ensure appropriate action is taken to remedy the situation, and ensure that departments comply with audit findings and observations by regular follow ups with the relevant departmental heads.
· Liaise with the external auditors in the performance of their duties, and coordinate with various functions in timely access of data, clarifications, etc.
· Ensure audit issues are placed in an appropriate context with recommendations presented in a persuasive manner for proper implementation.

· Develop and control departmental operating budget and recommend departmental budget for the next fiscal year

· Carry out special investigations as assigned by Audit Committee and submit findings and recommendations to the Audit Committee.
· Assist the Chairman of the Audit Committee in developing and maintaining annual risk assessment, annual audit plan and provide updates to the Senior Management and Audit Committee.
· Ensure that adequate resources are allocated to carry out the internal audit function in an effective manner, review the performance of team members on a regular basis, and arrange for their professional development and skill enhancement. 
· Perform any other task assigned by the Board Audit Committee or as requested by the Management with prior approval of the Chair-Audit Committee

	Key Interactions With External Agencies

	External Agencies
	Subject

	Security Exchange Commission of Pakistan (SECP)
	Policies and Regulations

	External Auditors
	Facilitation in conducting audit of PLI

	Person Specification

	Qualification
	Should be a member of recognized body of professional accountants (preferably CA). Certified Internal Auditor or certified Fraud Examiner or Certified Internal Control Auditor will also be considered provided he / she has relevant experience.

	Experience
	In case of candidate with preferred qualification required experience will be 10 years with at least 5 years at a senior position, preferably in a medium to large Insurance company / financial institution. In case of a certified internal auditor or certified Fraud Examiner or Certified Internal Control Auditor minimum experience required will be 15 years with at least 5 years at a senior position, preferably in a medium to large insurance company/ financial institution. should have experience of Audit or Compliance function.

	Competencies/Skills
	Personalities / Traits

	· Strong Business Acumen.

· Analytical mindset and critical thinker

· Attention to detail and ability to assess and evaluate risk.
· Strong Communicated/Interpersonal skills.

· Excellent reporting skills.

· Team Leading, Coaching and Delegating.

· Organization and Time management skills
	· Independent and objective.
· High level of Maturity and Confidence

· Strong ethical standards and high levels of integrity.

· Self-drive/self-starter/proactive

· The ability to keep calm under pressure
· Result orientated and Problem Solving
Analytical, Strategic and Creative

	Knowledge

	· Well versed with International Standards on Auditing (ISA)
· Good exposure of contemporary audit tools and techniques
· Comprehensive knowledge on International Best Practices on Risk Management
· Understanding of working and application of information systems and technology 

· Extensive understanding of financial, operational, market and credit risk

	Key Performance Indicators

	KPI
Description
Audit Plan Completion Rate
% of approved audit plan completed within the financial year

Regulatory Non-Compliance Findings
Number of SECP-reported findings identified through internal audit

High-Risk Issue Remediation Rate
% of high-risk audit observations remediated within defined timelines

Internal Control Maturity Score
Rating of control effectiveness across major departments

Fraud Case Resolution Rate
% of reported fraud cases investigated and resolved

Audit Report Timeliness
% of reports issued within 15 days of fieldwork completion

Board Audit Committee Satisfaction
Qualitative assessment from Committee on reporting quality and assurance

Compliance with IIA Standards
Results from internal/external quality assurance reviews

Coverage of Key Risk Areas
% of critical risk areas (e.g., investments, claims, AML) audited annually

Staff Competency Index
Training hours and certifications held by audit staff




