POSITION CLASSIFICATION QUESTIONNAIRE

FLSA Classification 

  Exempt (non-classified) 

Department:   College of Health Related Professions, Dean’s Office
Incumbent:  
Work Schedule/Location: 
Length of Time in Position:  

Title Requested:  Associate Dean for Administrative Affairs
Immediate Supervisor/Title:  Dean, College of Health Related Professions
Position Summary:

This position is responsible for fiscal and administrative functions of the college. Among the principal duties are budgeting, financial management, contracts management, personnel management, space management, inventory management, faculty and course evaluation system management, and the preparation of a wide variety of reports for regulatory and other agencies. 
Standard Duty Areas

30%
Oversee and monitor expenditures of the 10 academic departments of the college as well as those of the college office, ensuring sufficient funds are maintained to accomplish the goals of the college and its academic units and that budgets are not overspent.
25%
Various financial functions such as: monitor grant activities, including the preparation of CSR’s; review staff benefits reports, making corrections when necessary; review time cards of classified staff; audit various departmental accounts; prepare scorecard; prepare various surveys such as EEO-6 reports, minority recruitment report, ASAHP salary survey, ASAHP benchmarking report; prepare space survey report; completion of the Time and Effort report; train departmental financial staff, etc. 
20%
Prepare the college budget; upload the budget using the SRC Budget Preparation module; load payroll into SAP. 
10%
Manage a variety of contracts including over 300 affiliation agreements.
10%
Oversee the preparation of evaluation instruments, the gathering of data, and analysis of faculty and course evaluations and of the CHRP chairmen evaluations.

5%
Serve on several college and university committees.

Position Supervises/Leads
Direct:   CJ Carrell, Management Project Analyst II
Indirect:  Functional supervision of 15 departmental classified staff and 10 department chairmen
Budget Responsibility
Direct:  Responsible for the expenditure of the college office budget of approximately $1 M
Indirect:  Responsible for the oversight of the entire ~$5.6M college budget.
Problem Solving/Accountability
Must be able to work independently and accurately and be able to represent the dean in his absence. Must be able to solve or assist in arriving at the solution of a variety of problems presented by the dean and department chairmen.
Essential Physical Requirements

    2   (%) Bending - as necessary in daily work, lifting, shifting work papers/equipment, etc.  

    8   (%) Standing - as necessary during meetings
  10   (%) Walking - as necessary getting around campus
100   (%) Eyesight - essential
100   (%) Hearing - essential
    2   (%) Driving - primarily associated with attending meetings at off-campus locations 

  30   (%) Speaking - essential to quickly responding to requests for information and to solicit information as needed
  50   (%) Repetitious Movement - writing/programming via keyboard
    1   (%) Lifting, weight lifted   normal office materials
Lift to: waist,    X     chest, ____ above head _____

Exposure to harsh or extreme conditions (explain)

None

Equipment Used in Position  (type and percent of time)
Personal Computer - 50%, Telephone - 10%,   Fax, copier, various office machines - 2%

Working knowledge of various types of computer software including the Microsoft Office Suite, SAP, SRC, Remark, QuarkXpress, and others used for the purposes described above.

Minimum Qualifications
____ Ability to Follow Oral Instruction, Read and Write

____ High School, GED or formal educational equivalent

         Baccalaureate Degree, Major: 
    X   Advanced Degree, Type/Major:  Master’s degree in a business related field
____  Professional License/Certification

    X   Work Experience, Length/Type: At least 7 years experience in budgeting and financial administration, preferably in an academic setting.  

__X__Other: The ability to work independently with little or no supervision; the ability to provide sound advice and direction in financial matters; the ability to collect, thoroughly analyze, summarize, and report complex business data; good time management and interpersonal skills are essential.

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_____________

1

