POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
ASST VC FINANCIAL SERVICES
Immediate Supervisor/Title:  

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

This position works collaboratively with a range of other offices, in particular the representatives from the Financial Services, Research Support, Human Resources, Facilities Management and Information Technology. 
This position directs staff carrying out the responsibilities for budget, personnel, payroll and financial management.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Work to maximize resources available departments through sound financial management practices from the dean’s level through each individual department, center and program. Develop strategies to maximize revenues, minimize administrative costs and capture University resources. Provide advice to the deans to accomplish these goals. 

Participate with the deans in the management of  daily issues as they arise and policies are devised. 

Lead short and long-term financial planning in the context of University plans as well as local needs. Advise the deans on tuition, salary policy and budget provisions. Analyze and evaluate financial implications for new programs, business plans and initiatives. 

Direct the preparation of the annual budget, advising department chairs, program and center directors and deans on effective strategies. Coordinate preparation from the departmental level through the staff of the Office of Administration and on to the University Budget Office and Trustees in accordance with University guidelines. 

Oversee the setting of annual salaries for faculty and staff (non- student employees in all job categories). Develop strategies for managing total salary budget pools in coordination with annual performance evaluation processes. 

Implement annual budgets while providing financial management oversight of budgeted funds, plus restricted endowments and gifts and sponsored projects.  Coordinate budget setting with the computing organization and facilities management. 

Oversee personnel and payroll processes for the school including budget and policy review of departmental actions (staff and non-regular faculty) and dean’s office staff management of the faculty payroll. 

Coordinate budgets for startup funds, research accounts, renovation projects and programmatic commitments to faculty. 

Administer University human resource policies as well as institute school-based staff personnel policies including raises, promotions, hires, terminations, personnel conflicts and employee recognition. 

Facilitate interface between the school and its units with the University business functions. These include the University Budget Office, Office of the Controller, Sponsored Programs, Research Support, Human Resources, Facilities Management, Internal Audit, Treasurer, Information Technology and Procurement. 

Provide guidance and some training in financial management practices to department managers. Facilitate information flow and networking among administrators. 

Review departmental management organization and staffing, making recommendations to enhance effectiveness and efficiency. 

Serve as resource to deans, department chairs and administrators on business, financial, personnel and organizational matters. 

Provide reports to deans and provost including budget, personnel and workload data. 

Direct staff. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

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

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
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)

Equipment Used In Position (type and percent time)

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 educational equivalent

Baccalaureate Degree, Major: MACROBUTTON NoMacro [Click here and type degree]
Advanced Degree, Type/Major:    MBA or equivalent experience.
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)  At least 7 years of financial management experience at a research university.

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_______________________________________________________________



