POSITION CLASSIFICATION QUESTIONNAIRE

Sponsored Program Fiscal Mgr
Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
  
Immediate Supervisor/Title:  

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

Review and process financial reports, billings and new cost object requests for sponsored projects to ensure compliance with Sponsor's terms and conditions and University's policies and procedures; assist Principal Investigators and Departmental Administrators with the post- award administration of sponsored projects. 

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

Prepare financial reports and billings for sponsored projects; monitor compliance with Sponsor's terms and conditions and University's policies and procedures; reconciles all financial information on Sponsor reports to University general ledger; review for compliance and cash flow issues, and resolve identified problems. 

Review award documentation to determine appropriate assignment of cost object and Master Data in accordance with the Sponsor's terms and conditions and University's policies and procedures. 

Identify destination of revenue received from Sponsors and determine appropriate General Ledger Account. 

Interface with Principal Investigators, Department Administrators, and Sponsors regarding interpretation of Sponsor's terms and conditions, and University's policies and procedures; and identifies implications and ramifications to Sponsored Program's operating procedures for post-award administration. 

Notify Department Administrators of new cost objects, and or past due financial reporting deadlines. Assist Department Administrators in processing required documentation for reports, and determining if a new cost object is required. 

Maintain files of sponsored projects financial reports and close out packages including entering appropriate Master Data and Plan allocations. 

Review and approve post-award documentation regarding Purchase Requisitions, and Rebudgeting of Funds, and other University or Sponsor reports, as required. Review for accuracy indirect costs and fringe benefits charged to project when preparing financial reports. 

Assist Departmental Administrators and Principal Investigators with questions regarding the post-award administration of sponsored projects. Have frequent contact with UAMS Departments, other institutions, hospital, colleges, companies, and Government officials. 

Assist with special projects. 

Assistant to and back-up for the Post Award Administrative Manager; assist in the training of new personnel. 

Perform other related duties incidental to the work described herein. 

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: Work requires knowledge of accounting principles usually acquired through a bachelor’s degree in accounting or a directly related field. 

Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related) Work requires two years of experience in an accounting or related setting to become knowledgeable of accepted accounting practices involved in monitoring and maintaining complex financial records. 


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_______________________________________________________________



