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POSITION CLASSIFICATION QUESTIONNAIRE

FLSA EXEMPT CLASSIFICATION

Department: Arkansas Cancer Research Center

Incumbent: Judy Cheek

Work Schedule/Location: Monday - Friday; 8:00 - 4:30

Length of Time in Position: Since 01/1998

Working Title: ACRC Financial Manager, ACRC Foundation Fund

Immediate Supervisor/Title: Barry Gentry, ACRC, Chief Financial Officer

Last Update: 05/18/07

Position Summary (briefly describe the general purpose of the position)

Incumbent functionally serves as the Business Administrator for the ACRC Foundation

Fund ensuring it is managed properly and that all activity, donor, financial and

administrative is performed in accordance with by laws set forth by the ACRC

Foundation Fund Board as well as guidelines established by the University of Arkansas

Foundation. Incumbent ensures the ACRC, CFO is apprised of important issues when

necessary. Incumbent is also responsible for administrative staff in the ACRC

Development Office.

Standard Duty Areas (list primary functions of the position with the percent of time

generally allocated to each)

50% Directly responsible for managing the donor and financial information system

used in support of the ACRC Foundation Fund, 300 accounts totaling on average

$35 million with approximate annual transactions of 1,400 purchases, 6,000 gifts,

and 150 transfers. Relative to this activity incumbent must; post and reconcile

donations, process deposits, code Purchase Authorization Requests to appropriate

accounts, ensure expense to restricted funds are appropriate, process fund

transfers, prevent deficit spending, process new account set up, maintain the

donor database ensuring data integrity, process 3,000 – 4,000 philanthropic mail

outs annually and coordinate with outside contractors on other mail outs, generate

merge files and processing thank you letters and envelopes, process gifts and

donations of Estates through UA Legal Counsel. Maintain internal databases for

managing and reporting on special projects such as gift matching by State, pledge

reminders, etc.

25% Produce reports for analytical review of general fund raising efforts as well as for

other activities relating to the fund, such as financial performance of special

events, building, etc. Present these reports to various committees made up of

ACRC Foundation Fund Board members, ACRC Executive Director, ACRC CFO

and assist with the interpretation of the data. Provide high quality administrative

financial services to all account owners in the ACRC Foundation Fund, including

Myeloma, Surgery, Pathology, Hem/Onc, Otolaryngology, ACRC, etc.
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20% Responsible for the management and maintenance of a paperless filing system

used by the ACRC Foundation Fund. Ensure that all the deposits, foundation

payments and all donor records (gifts, thank you letters, receipts,

acknowledgements and any and all correspondence) are scanned and accurately

filed in this system.

5% Incumbent serves as Department Administrator for the ACRC Foundation Office

supervising three administrative support positions. Coordinate training, approve

leave and payroll, telephone coverage and mail distribution. Serve as back up to

the ACRC, CFO when necessary.

Position Supervises/Leads (name/title/brief description)

Direct: 3 office employees

Indirect: None

Budget Responsibility (describe financial responsibilities of position, including

approximate dollar amounts, funding sources, number of funding sources managed)

Direct: All ACRC Foundation Fund financial matters, $35 million budget and 300

accounts.

Indirect: Assist the ACRC CFO when necessary on issues relating to ACRC.

Problem Solving/Accountability/Independence (direct responsibility for outcome of

projects or decisions made)

Will be responsible for decisions made concerning projects and duties assigned. Must be

able to work without direct supervision.

Interaction (describe type and frequency of interaction with internal staff, other

department, visitors, and outside organization)

Frequently interact with UAMS departments that have accounts in the ACRC Foundation

Fund. All ACRC staff, ACRC Foundation Board of Directors, donors, and general public

and UAMS Institutional Advancement as well as with the UA Foundation, Inc in

Fayetteville.

Essential Physical Requirements (list the percent time involved for each that is

essential in performing the major duties of the position)

_xx__Bending __xx_Standing _xx__Walking _xxEyesight

_xx__Hearing __xxDriving __xxSpeaking

_xx_Repetitious Movement

____Lifting, weight lifted

lift to:_____waist, _____chest, _____above head

Exposure to harsh or extreme conditions (chemicals, cleaning agents, blood and

body fluids, extreme temperatures)

None
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Equipment Used in Position (type and percent time)

Standard Office Equipment

Minimum Qualification (knowledge, skills, and abilities needed upon entry into the

position)

____Ability to Follow Oral Instruction

____Ability to Read and Write

____High School, GED or formal education equivalent

__X_Baccalaureate Degree, Type/Major: Business Administration or related field; will

substitute experience in lieu of degree according to UAMS policy.

____Advanced Degree, Type/Major:

____Professional License/Certification:

_X__Direct Work Experience, Length/Type: 5 years of progressively more responsible

experience in business management, fiscal administration or related area. Supervisory

experience, preferred

_____Other:
