POSITION CLASSIFICATION QUESTIONNAIRE
FLSA EXEMPT CLASSIFICATIONS



Department: COM
Incumbent:


 
Work Schedule/Location: COM campus and FGP
Length of Time in Position:  Over five years
Working Title:   Exec Associate Dean for Finance and Administration (Assoc. Vice Chancellor)
Immediate Supervisor/Title: 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Provides financial and administrative oversight for the COM.  Works with department chairs, business administrators, campus directors, and others in the overall development of mission and goals of the COM and in accomplishment of those missions and goals.  Serves and the chief administrative and financial officer for the COM reporting first to the Dean of the COM and to the UAMS CFO and Chancellor as appropriate.  Also serves as the chief operating officer for the FGP Operations including oversight of billing and collections activities.


40% time 

The position has broad management responsibilities in overseeing and directing the overall operational management.  Duties include financial management, budgeting, staffing, reporting, compliance, monitoring and all related day-to-day functions of a large, complex and diverse organization.

20% time

The position is responsible for business development for the COM.  Reviews and explores service and contracting opportunities, reviews federal and state contracting options.  Works with rural health care providers, local hospitals, local and state agencies and others in development and improvement of programs offered.  All decisions are made within the broad context of costs, staffing, compliance, regulatory restrictions and projected needs and service capabilities.

40% time

Maintains a focus on all financial aspects of the COM.  Reviews billing and collections rates, physician costs and productivity rates, support staff and services expenditures, projections for future billings and services and the associated costs.  The position is responsible for developing financial projections for future operations and for projects, major construction and expansion programs, changes in reimbursement rates and for all factors impacting the financial health of the department.

Position Supervises/Leads 

Direct:   Directly responsible for five senior directors with FGP and for professional and support staff within the Dean’s Office.

Indirect:   The COM has over 3,000 full-time employees including support, professional staff and faculty.  The FGP has over 180 support and professional staff.
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Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)


Direct:   The COM budget represents $100’s of millions of dollars from research funds, federal funds, clinical income, contracts, grants and foundation accounts.  Financial support for all COM departments  is coordinated through the Dean’s Office requiring the distribution and redistribution of funds, complex projections and multiple compliance reviews.


Problem Solving/Accountability/Independence (direct responsibility for outcome of projects or decisions made)
MACROBUTTON NoMacro [Click here and type responsibilities]


This is a senior administrative role within the COM with impact across the campus.


Interaction:
The role has extensive interaction with the entire campus, with senior administrators, with other state agencies and with federal agencies.


Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)_20_____Eyesight  (%)__100____
Hearing  (%)__100____Driving  (%)__15____Speaking  (%)__100___
Repetitious Movement  (%)_15_____
Lifting, weight lifted___15___

Lift to: waist, _______chest, __X_____above head_______


Exposure To Harsh or Extreme Conditions  None

Equipment Used in Position (type and percent time)  Standard office equipment

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

___Ability to Follow Oral Instruction, Read and Write

___High School, GED or formal education equivalent

_X Baccalaureate Degree, Major  Accounting, Finance, Business or related
 _X Advanced Degree, Type/Major , but not required   Accounting, Finance, Business or related
_____Professional License/Certification  
_____Work Experience (Length of Time, General and Directly Related)  At least five years of progressively responsible management experience in healthcare, including direct experience with a professional-fees billing and collections operation.

Other:

I have participated in the review of my job and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________


