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J O B   D E S C R I P T I O N
	J O B   D A T A

	JOB TITLE:
	Supervisor, Research Finance
	JOB CODE:
	9220

	DEPARTMENT:
	Accounting and Financial Reporting
	DEPARTMENT #:
	10323

	FLSA STATUS:
	 FORMDROPDOWN 

	SALARY GRADE:
	241

	DATE:
	March 2003
	


	J O B   R E L A T I O N S H I P S 

	Reports to:
	Director, Accounting and Reporting

	Supervises:
	Financial Analyst(s) - Research & Funds, System and Financial Reporting Analyst(s), and Lead Research Clerk(s)

	Interacts with:
	All levels of management, support staff at CHP, Foundation, UPMC and Pitt; Principal Investigators; Research Administration staff; and external sponsors.


	S U M M A R Y

	Responsible for administering financial policies and procedures in accordance w/GAAP to carry out the goals and objectives of Children's Hospital of Pittsburgh's research mission. Oversees the Accounting and Financial Reporting and Post-Award Management functions within the research area.  Responsible for overseeing fund accounting for non-research temporarily restricted funds.


	E S S E N T I A L   F U N C T I O N S

	1. Improves and/or supports others in improving the health and well being of all children through excellence in patient care, teaching and research.

2. Recommends departmental goals and objectives and measures performance against goals; establishes departmental priorities; 

3. Supervises all assigned subordinate staff and their functions.  Involved in the recruiting, screening, hiring, and evaluation processes under the supervision of the Director.  Orient and train staff and provide guidance and feedback to assigned staff.

4. Interprets and analyzes complex accounting, federal, and contract regulations and clauses.

5. Develops and proposes updates for policies, procedures, and internal controls systems for implementation to ensure cost allowability and compliance with GAAP and grant/contract administrative requirements.

6. Reviews and approve for signature financial and administrative reports to external sponsors of research programs.

7. Prepares the indirect cost, patient care, and fringe benefit rate proposal for negotiations with the Department of Health and Human Services.

8. Prepares annual budgets for Grant Revenues/Expenses for BOD presentation.

9. Ensures the timely, accurate presentation of external audits, including but not limited to, A-133. Respond to financial compliance issues raised during audits, and implement corrective action plan as necessary.


	10. Develops reporting redesign solutions utilizing the automated standard reporting mechanisms of the hospital to meet the changing reporting structure and needs of the organization.  Implement and educate end-users on interpreting data reported.

11. Provides oversight of the Research month and year-end closing process to ensure the timely and accurate presentation of internal and external financial reporting requirements.

12. Performs the necessary duties associated with the recording of accounting activity to the general ledger in accordance with GAAP, ensuring the completeness, accuracy and timeliness of reported data.

13. Develops sound fiscal applications in the Research finance environment.

14. Attends annual Hospital and departmental fire/safety and infection control training and maintains current knowledge of safety procedures within the Hospital and department.


	M A R G I N A L   F U N C T I O N S 

	1. All other duties as assigned by manager.

2. Continually develops and maintains necessary computer skills in a changing environment.

3. Ability to maximize efficiencies to meet the highest level of productivity to allow for increase in sponsored programs.

4. Seeks educational opportunities for self and staff on changes in regulations impacting the administering of grants.


	R E Q U I R E D   S K I L L S   &   A B I L I T I E S 

	1. Excellent interpersonal, communication, organization, analytical and problem solving skills.

2. Ability to cooperatively interact with diverse internal and external personnel of all levels.

3. Ability to coordinate multiple projects simultaneously, meet inflexible deadlines, and work independently.

4. Team building and leadership skills.

5. Advanced proficiency with all Microsoft products, especially, Excel and Access.

6. Knowledge of Cost Accounting Standards and Governmental Generally Accepted Accounting;


	A G E – S P E C I F I C  C R I T E R I A 

	Check all applicable age groups of patients served:

	 FORMCHECKBOX 
  Neonates (< 1month) 

 FORMCHECKBOX 
  Infants (1month to< 12months) 

 FORMCHECKBOX 
  Toddlers (12 months to <3 years) 

 FORMCHECKBOX 
  Pre-school (3 years to <5 years) 
	 FORMCHECKBOX 
  School-Age (5 years to <13 years)

 FORMCHECKBOX 
  Adolescent (13 years to 18 years)

 FORMCHECKBOX 
  Adult (>18 years)

 FORMCHECKBOX 
  Not applicable


	R E Q U I R E D   M I N I M U M   E D U C A T I O N

	Required level of education:

 FORMDROPDOWN 

	Area of education:

Accounting, Business, or Finance


	R E Q U I R E D   M I N I M U M   E X P E R I E N C E

	Required level of experience:

 FORMDROPDOWN 

	Area of experience:

Experience in a University or non-profit post-award or accounting environment, 2 of which in a leadership role. 


Or an equivalent combination of education and experience.

	R E Q U I R E D  L I C E N S U R E / C E R T I F I C A T I O N 

	     


	P R E F F E R R E D   E D U C A T I O N / E X P E R I E N C E / L I C E N S U R E / 

C E R T I F I C A T I O N 

	Grants Management Certificate Program; or Certified Research Administrator (CRA), and PeopleSoft system experience. Audit management experience preferred. Experience with PeopleSoft products.


	W O R K I N G   C O N D I T I O N S

	 FORMCHECKBOX 
  Category I - Position’s tasks may produce regular exposure to blood or body fluids.

 FORMCHECKBOX 
  Category II - Position’s tasks may produce blood or body fluid exposure unexpectedly.

 FORMCHECKBOX 
  Category III - Position’s tasks are highly unlikely to produce blood or body fluid exposure.

Other:

     


	A P P R O V A L S 

	Department Manager/Director:

Dave Laffey
	Date:

April 1, 2003

	Compensation:

Chris Kocent, Senior Compensation Analyst
	Date:

March 27, 2003


This job description is intended to describe the essential job functions, the general marginal functions, and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities, and requirements of a person so classified.  Other functions may be assigned and management retains the right to add or change the duties at any time.
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P H Y S I C A L   R E Q U I R E M E N T S

The following physical requirements are typically necessary for an employee to perform the essential functions of this job.  Alternate manners of performance may be reasonable as determined on a case-by-case basis.
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	P H Y S I C A L   R E Q U I R E M E N T S

	 FORMCHECKBOX 
  Sedentary – Maximum lifting and/or carrying of up to 10 lbs.; walking and standing occasionally.

 FORMCHECKBOX 
  Light – Maximum lifting of up to 20 lbs. With frequent lifting/carrying of up to 10 lbs. or a negligible amount; significant walking or standing may be required or may involve sitting with a degree of pushing and pulling.

 FORMCHECKBOX 
  Medium – Maximum lifting up to 50 lbs. With frequent lifting/carrying of up to 25 lbs.; frequent standing/walking.

 FORMCHECKBOX 
  Heavy - Maximum lifting of up to 100 lbs. With frequent lifting/carrying of up to 50 lbs.; frequent standing/walking.

 FORMCHECKBOX 
  Very heavy – Lifting objects over 100 lbs. And frequent lifting/carrying of 50 lbs. or more; frequent standing and walking.

Other:   FORMTEXT 
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