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	Staff Job Description

Brown University Human Resources Department
	HUMAN RESOURCES USE ONLY


Section 1:  Identifying Information














	Position Title:  Academic Department Manager–Grade 9 (Generic)
	Date Prepared:  June 2003

	Reports to:     Chair
	Prepared by:  Compensation Services

	Department:  Your Department
	Phone Ext:  3-9320

	Approvals:  
	

	
	

	Incumbent Signature:

	Date:

	Supervisor Signature:

	Date:


Section 2:  Position Purpose (provide brief summary of scope of the position)







This position manages the financial, administrative and human resource operations for the Department and serves as the liaison between XXX department and other departments responsible for determining University-wide policy, procedures, and services (e.g., Dean of the College, Dean of the Faculty, Registrar, Human Resources, Controller’s Office, Budget Office, ORA, Facilities, etc.), and has sufficient understanding of the Departments programs and services and the processes and resources required to support them to manage day-to-day operations and to play a leadership role in assisting the Chair with short and long term planning.
Section 3:  Responsibilities, Supporting Actions & End-Results


List 3 to 6 responsibilities, functions and/or activities; Provide 3 to 4 related supporting actions to describe how the work will be accomplished; provide the desired end result.  Indicate which responsibilities are essential to the position and estimated percentage of time for the responsibility.

Major Responsibility:
Administrative management for academic unit.
Supporting Actions:
Coordinate and administer processes that support faculty appointments, promotions/tenure reviews, reappointments, and searches.   Oversee and manage undergraduate concentration program. Coordinate  graduate programs.  Meet with graduate students on a regular and ad hoc basis to review progress to ensure they are on track with academic and related requirements. Work closely with graduate student advisor and the Graduate School. Ensure faculty classroom and technical needs are supported.  Develop and maintain complex databases to ensure accurate information is readily available for those affiliated with the Department, e.g., faculty, students, alums and staff.  Support effective use of resources by proactively evaluating departmental responsibilities and the systems and processes  that support them, streamlining where possible.   Support effective decision making by gathering, analyzing and summarizing information both financial and otherwise as anticipated and as requested by the Chair.    Stay abreast of issues and areas of concern to the department and bring issues and concerns to the chair’s attention.  Attend department meetings, take minutes, and follow-up with appropriate individuals to ensure agreed upon action is taken.
End Results:
Departmental matters are handled accurately and efficiently in accordance with university policy.  The chair is relieved of duties not requiring his/her  personal attention and receives high level support to facilitate decision making.  Files are current and accurate.  Well run graduate and undergraduate program – the concentrator advisors are kept informed of policies and deadlines.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:     30  %
​​​

Major Responsibility:
Financial Management of department instructional budget and research grants/contracts management 
Supporting Actions:
Oversee all financial matters.  Maintain communication with the Dean of the Faculty, Budget Controller’s Office and others as needed to understand financial and related policies and practices, to ensure all financial transactions are handled accurately, and to ensure faculty  receive appropriate budgetary support.  Oversee tracking and reconciliation of monthly and year-end ledgers. Manage all faculty, staff and student personnel and payroll actions.  Produce monthly projections for the chair’s review.  Bring budgetary issues to the chair’s attention with recommended options in time for effective action to be taken.  Identify, research and resolve all budgetary issues.  Plan and develop new fiscal budget in consultation with chair anticipating resources needed to support department programs and services and the financial resources required to support them during the next fiscal year.   Facilitate long range planning with the chair.   Is knowledgeable about guidelines for federal and private foundation granting agencies and guides faculty through the administrative processes needed for successful grant submissions.   Propose budget line items and amounts.    Department representative for coordinating  with the Office of Research Administration regarding all proposals and human subjects protocols.  Proactively seek out  funding sources, developing relationships, and bring potential grant opportunities to the attention of faculty.  Monitor expenses and  prepare financial analyses to ensure grant funds are spent properly.  Write proposals for extensions when necessary.
End Results:
Budget supports department, expenses are within spending targets and conform to University policies.  Preparation of competitive grant proposals within imposed deadlines
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:   30  %

​​​

Major Responsibility:
Supervision
Supporting Actions:
Hiring, training, delegating and supervising support staff and any miscellaneous/ student help. Assign tasks and supervise on-going activities and projects.   Work with staff to develop goals, complete periodic performance evaluations and resolve personnel issues.   Proactively work with the chair to ensure that the organizational structure supports the department’s mission and that all staff are sufficiently cross-trained to maintain effective operations during vacations or other absences.  Conduct regular staff meetings and develop departmental communication mechanisms.  Maintain a collaborative relationship with Human Resources to understand policies and practices related to employment, compensation, and performance management to ensure all employee issues are resolved effectively and in compliance with University practices.  Assist faculty in writing job descriptions and coordinate the performance appraisal process. Recommend merit increases and training/professional development for staff.   Effectively communicate Human Resources policies and procedures to faculty and staff.  Represent the Department at Academic Managers’  meetings and Human Resource Forums
End Results:
Staff is professional, motivated and productive.  Work is well organized, staff are well informed, and sufficiently cross-trained to ensure effective operations during absences.  Employee relations  issues are resolved in an effective and efficient manner.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  15    %

​​​

Major Responsibility:
Oversee departmental communications, events and special projects.
Supporting Actions:
Develop departmental communication and public relations mechanisms to promote department and related events to interested constitutents.  Oversee the department website.  Inititate contact with faculty, students, alumni and other staff  as appropriate to ensure that information is correct and up-to-date.  Solicit content from appropriate contributors and develop and write content for faculty review and approval. Prepare course curriculum, scheduling, brochures, newsletter and University catalogue.  Coordinate all department and student events including commencement, departmental meetings, lecture series and student meetings and other department social events. Manage projects as assigned.

End Results:
Communications are accurate and effective in promoting the mission of the department and the University  to potential and current students and faculty, alums, staff, and other interested constituents.  Events run smoothly, promote collaborative relationships, and other event goals.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:   15%

​​​

Major Responsibility:
Manage daily operations.
Supporting Actions:
Ensure faculty and staff computing needs are met. Ensure that department is represented at DCC meetings and/or maintain contact with CIS on systems and equipment issues.  Maintain inventory of furniture and equipment and plan for maintenance and replacement as needed. Ensure department is open and operating efficiently during all university business hours. Coordinate space allocations, monitor building maintenance and renovation.  Work with facilities management on maintenance issues - both long and short-term.  Evaluate, schedule, and plan for both interior and exterior work to be done. Coordinate with other university offices and departments. Cover in the absence of administrative staff to ensure faculty needs are met.  Develop orientation manual and ensure all processes and procedures are documented.  Support compliance with safety and hazardous material training and regulations.

End Results:
Department operates effectively and efficiently.  Safe working environment. Computing and other equipment needs are met.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:    10   %

​​​

Section 4:  Decisions Position is Free to Make
Describe the authority held by the position by listing 3 to 5 decisions that the position is free to make and explain the decisions that depend on the position’s advice.














Decisions free to make:(Note: press hard-return for more bullets)
· Expenditure of funds.

· Day-to-day decision related to financial and administrative operations.

· Develop, implement, and administer office procedures and policies

· Evaluate staff performance, promotions, and staff development.

· Delegate work assignments  to staff/student help 

· Follow-up on related actions, and other confidential  information for the department
Explain the decisions that depend on position’s advice:

· Department organizational structure.

· Sources of Funding for Grants.

· Budget requests for special projects, including department renovation projects.

· Financial planning and financial forecasting.

· Reallocation of salaries when necessary.

· Distribution of computer equipment allocated or purchased for department faculty and/or staff.

· Scheduling course meetings – days/times.

· Merit increases for staff and staffing needs.

· Development of yearly budget and reallocation of funds between lines.

· Space allocation.

· Resources to support short and long term plans and goals.
Section 5:  Dimensions
List 3 to 5 quantitative measures that define the size and scope of the position (e.g., number of students counseled, outreach of newsletter, number of staff supported or supervised, budgets monitored and managed):     (Note:  press hard-return for more bullets)




· The position is responsible for over ? undergraduate concentrators; ? graduate students.

· Monitor and maintain records of undergraduate concentrators and graduate students.

· Oversee the operational/administrative services for ? faculty,  ? joint faculty, ? visiting scholars,? TA’s, 2 Post-docs, ? emeriti, ?+ concentrators, ?+ undergraduates and  ? research staff.

· Directly supervises x staff member(s) as well as x student(s) and/or miscellaneous help.

· Oversee department budget of $?, grants $?, and fellowships/gifts $ ?.

· ? proposals submitted each year, grants awarded.
Section 6:  Job Qualifications
Provide the education, experience, skills and competencies necessary to perform the position?
(Note:  press hard-return for more bullets)


· BA degree or equivalent combination of education and experience plus a minimum of 4-6  years closely related experience, including prior financial and grant experience including preparing grant proposals.  Experience in higher education preferred.

· Supervisory experience.

· Demonstrated ability to effectively manage a unit/function to ensure effective use of resources.

· Initiative and ability to work independently and as a member of a team.

· Effective interpersonal and leadership skills.

· Proven verbal and written communication skills to deal effectively in a multi-dimensional environment..

· Strong financial and analytical skills.

· Computer proficiency in Microsoft Word.

· Technical experience developing database, and spreadsheet to support departmental functions.

· Demonstrated ability to make sound judgment.

· Ability to carry out the management mission of an academic unit in a complex environment.

· Ability to work in a deadline driven environment and manage multiple priorities.
Section 7:  Other Information 

Indicate any information that would be helpful in understanding the nature, scope or purpose of the position, or any unusual or hazardous conditions associated with performing the position.  Safety regulations that must be observed in performing the duties of the position should be included here.














This position will also represent the Department at Academic Managers’ Meetings and Human Resource Forums.  The position of Chair in the department rotates every 3-6 years which requires that this position provide continuity for all activities relating to the department.  
Staff Job Description


Created 6/1/07

Brown University 

Page 1

