
 

Audit Assistant  
Berkhamsted, Hertfordshire 

37.5 hours per week - Monday – Friday 
 

About ABC 

ABC is the industry body for media measurement. We inspire market confidence by delivering a valued stamp of 
trust across the media world, underpinning the way advertising is traded in the UK and beyond. When you see the 
ABC logo you know that you are looking at claims you can trust. We offer independent audit and compliance 
services, delivering certification which verifies that data and processes meet industry agreed Reporting Standards. 
 

Job Purpose 

You will be responsible for analysing data from media brands to the agreed ABC quality and budgetary 
standards and also providing admin support.  
You will be responsible for liaising with clients and/or their data providers to obtain and manage large data files 
and information that is required for audit, and ensuring that it is fit for purpose.  Assisting clients to ensure that 
they accurately complete reports and documents for audits will be important.  You will also need to carry out 
analysis of statistics and data that is provided by our Auditors, and compare this against data provided by 
clients, to ensure accuracy.  You will use MS Excel for analysis and also process data in a specialist audit 
software package. 
 

Key Responsibilities 

1. To analyse data from audit clients, utilising MS Excel to manipulate the data, and to identify and investigate 
any unexpected results;  

2. Supporting our Auditors by becoming familiar with ACL (a windows based application tool), and proficient at 
importing raw data files into a standardised format; 

3. Carry out authentication and analytical checks on clients’ log files. 
4. Manage automated and manual authentication processes, and maintain all records and documentation. 
5. To complete the initial analysis of submissions from clients; 
6. To reconcile mailing lists against the submissions received from magazine publishers; 
7. To be responsible for client data management which includes obtaining documents and data from clients, 

verifying it is fit for purpose, and managing data storage and archiving on ABC’s FTP servers. 
8. To prepare documents and data for Auditors to commence audits, including analysis of statistical claims and 

some stages of data processing; 
9. To set up audit programmes for Auditors, incorporating previous audit information, current claims and 

information from 3rd parties; 
10. To ensure a prompt and efficient communication process with clients and/or their data providers, whilst 

ensuring that audit progress is always clearly reported to Auditors and Audit Managers; 
11. To ensure that there is a client centred approach supported by excellent internal communication with other 

ABC staff, including Auditors, Audit Managers, Operations and IT; 
12. To assist in the development of ACL for auditing processes; 
13. To maintain full documentation of all tasks completed; 
14. To provide admin support to managers and Auditors, and general admin support within ABC; 
15. To promote the benefits of ABC membership, by developing a familiarity for the ABC products and services; 
16. To undertake ad-hoc project work, as requested & directed by the Audit Managers. 
 

Key Competencies 

You should be a well motivated team player with the drive and enthusiasm to achieve your goals, which is 
supported by strong communication skills.  You should have a good command of Microsoft Office, particularly 
Excel, and be able to adapt to other software packages with guidance.  In addition, an interest in data, and an 
inquisitive mind to query results of data manipulation is important.  In order to succeed in this role, you will need 
to demonstrate good organisational skills, attention to detail, with the ability to analyse data and solve problems. 
 

Additional information  

 Position Reports to: Audit Manager 

 This is an office based role although occasional meetings at clients’ premises may be required   
 



 

Remuneration 

Salary: £16,500 per annum 
 
Benefits: Flexible Working 

 5% bonus potential on annual salary 
  Group Personal Pension Scheme 
  Income Replacement Insurance 
  Childcare vouchers 
  Death in Service Assurance 
 
Holiday: 25 days annual holiday 
 

Interested? 

Please email an up to date copy of your CV to careers@abc.org.uk 
 

mailto:careers@abc.org.uk

