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	Staff Job Description

Brown University Human Resources Department
	HUMAN RESOURCES USE ONLY


Section 1:  Identifying Information














	Position Title:  Financial Office Assistant  Grants– Grade 5 (Generic)
	Date Prepared:  May 2003

	Reports to:      Department Manager
	Prepared by:  Compensation Services

	Department:  Your Department
	Phone Ext:  3-9320

	Approvals:   Academic-Grants Funds
	

	
	

	Incumbent Signature:

	Date:

	Supervisor Signature:

	Date:


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







This position  provides financial support for the Department Manager and Principal Investigators in  managing pre- and post-award funding from grants and contracts  including preparing proposals,  monitoring  expenses, preparing financial reports, reconciling accounts and ordering  materials and equipment.  This position also provides similar support for the department budget accounts and other administrative support as needed.  
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:
Provide support to faculty and department manager in preparing grant proposals and in managing post-award activity.
Supporting Actions:
Following instructions provided by  faculty and/or the department manager  prepare budget spreadsheets and other related documents that meet funder’s guidelines.  Assist with communications between faculty, Office of Research Administration and granting agencies and  foundations. Effectively use websites such as National Science Foundation Fastlane and the NIH websites to gather related information.  Assist with the organization of all grant information from proposal stage to assisting with development of financial reports.  
End Results:
Effective support is provided so that budget proposals and financial reports are submitted accurately and in a timely manner to ORA and funders.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:     30 %
​​​

Major Responsibility:
Coordinate and support to the Department Manager and Principal Investigators.
Supporting Actions: 
Assist with  monthly reconciliation of grant accounts and department budget.  Investigate and resolve routine discrepancies referring more complex issues to the Department Manager or PI.  Maintain financial account information. Work with department manager on the development of new financial reports. Provide monthly reports to the Principal Investigators and Department Manager on grants and budget status. Maintain records for financial transactions, e.g., purchase orders, check requests, etc.   Participate with the department manager to develop methods to streamline financial systems.
End Results:
Department Manager is effectively supported  in preparing informative reports for managing grants and department budget. Financial records are organized, accurate, and available to those who need them.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:     30 %

​​​

Major Responsibility:
Coordinate all day-to-day financial activity. Verify and authorize expenditures.
Supporting Actions:
Research and order supplies and equipment for grant related and departmental purchases. Process all check requests and travel expense reports for grant related and departmental purchases. Review routine reimbursement documentation and/or equipment purchase requests to ensure university rules and/or grant guidelines are followed, referring complex issues to the Department Manager. Department contact with purchasing, accounts payable and vendors. Work with ORA on appropriateness of routine expenditures. Ensure all financial records and files are maintained accurately.
End Results:
Day-to-day financial paperwork is processed accurately and in a timely manner.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  25   %

​​​

Major Responsibility:
Serve as Payroll Coordinator and provide general administrative support to the department
Supporting Actions:
Process payroll for the department.  Accurately report work hours for miscellaneous employees and submit on a timely basis.  Responsible for student job postings,  student payroll and related paperwork (e.g.,  I-9 verification ).  Build relationships with accounts payable and payroll office. Maintain sick and vacation records of staff.  Assist the department manager and faculty in projects and provide administrative assistance as needed
End Results:
Employees are paid accurately and in a timely manner.  Department receives effective administrative support.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  15    %

​​​
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)
· Determining day-to-day priorities.

· Development of spreadsheets for new grant proposals based on instructions provided by Department Mgr./PI.

· When to contact others for advice and guidance
Explain the decisions that depend on position’s advice:

· Recommended procedures to follow regarding department finances. 

· Development of monthly and annual financial reports.

· Hiring of students.
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)




· Responsible for the day-to-day monitoring and coordinating of approximately $XX Million in grants and contracts and XXX in departmental accounts.

· Department has XXX faculty, XX research positions, X administrative positions, XX graduate students and   Post Docs.

· XX Research Assistants & XX Post Doc positions

· Number of accounts  - XX research accounts, XX departmental accounts, XX gift accounts. 

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


· High School Diploma or equivalent combination of education and experience.

· 3 to 5 years of experience that includes 1-2 years of financial and budget experience. 

· Experience supporting the preparation of budgets for grant proposals preferred.

· Excellent administrative and organizational skills and the ability to prioritize workload.

· Excellent communication and interpersonal skills;  ability to maintain confidentiality.

· Proficient in word-processing, spreadsheet and e-mail software applications; Word and Excel preferred.

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.














The department has X administrative positions that provide support to faculty, research positions and graduate students.  Each position must be cross trained in all administrative functions of the department to ensure the needs of the faculty and students are met during vacations, leaves of absence and vacancies.  All staff are expected to the answer telephone, pick up and deliver mail and attend to other office duties as needed.  
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