	KAISER PERMANENTE JOB PROFILE

Rocky Mountain Division


	JOB TITLE
	Senior Research Administrator
	JOB CODE
	C0XXXX

	REPORTS TO
	Research Finance Manager
	DEPARTMENT
	Institute for Health Research Operations

	DATE
	06/25/08
	FLSA STATUS
	Exempt


	GENERAL SUMMARY
Provides management with financial analyses and management information reports used to make strategic, operational, capital expenditure and resource allocation decisions, including implementation of new technologies or programs. Works on complex problems/projects where analysis requires an in-depth evaluation of various factors.  Maintains and supports a culture of compliance, ethics and integrity.  Responsible for ensuring ongoing compliance for the Institute of Health Research.  Maintains knowledge of policies and procedures and performs in accordance with applicable regulatory requirements, external laws and accreditation standards as they relate to Clinical Research.  Maintains knowledge of and assures departmental compliance with Kaiser Permanente’s Principles of Responsibility and policies and procedures, and applicable regulatory requirements and accreditation standards. Responds appropriately to observed fraud or abuse.


	ESSENTIAL RESPONSIBILITIES
· Work with principal investigators and project managers to manage project budgets, investigate budget to actual variances, review personnel charged to projects vs the budget and make necessary corrections to ensure project budgets are not over spent or in violation of contractual terms.
· Manage the balance sheet accounts to ensure all money is collected from the funding agencies.

· Identifies, researches and prepares evaluations on a variety of complex and diverse projects/problems (financial, statistical, operational & cost/benefit analyses). 

· Develops financial models, collects and evaluates data, makes appropriate assumptions, analyzes results and makes recommendations. Prepares and delivers formal presentations of results to the management group. Defends methodologies chosen for the project. 

· Designs complex audit processes and reviews internal controls to ensure financial transactions are accurate, timely and comply with accounting standards, principles and company policy. Department SOX Liaison.

· Contributes to regional and/or IHR task forces. Establishes and maintains positive working relationships with other departments and individuals who are resources for supplying data. 

· Assists with on-the-job training of less experienced research finance administrators. Provides assistance on technical matters and acts as a significant information resource.
· Responsible for implementing Kaiser Foundation Research Institute software to link project tracking with general ledger accounts.  Implements project tracking software, monitors project status, and provides updates to department staff.

· Provides support for the preparation of annual reports as well as ad hoc reports.

· Responsible for the overall financial and Federal OMB A-133 audit.

· Maintain current information and knowledge of all applicable Kaiser policies, local, state and federal laws and regulations, and accreditation standards.

· Ensures that the training activities incorporate all applicable KP policies, local, state and federal laws and regulations, and accreditation standards.


	JOB SPECIFICATIONS
· Bachelor’s degree, or equivalent experience, in finance or accounting. CPA/CMA or masters degree preferred.

· 3 or more years of directly related financial & accounting experience with analytically challenging projects. 

· Experienced with independently preparing financial analyses and reports. 

· Extensive knowledge of financial theories/methodologies used in corporate finance; accounting principles; statistical theories, applications and accounting/forecasting systems. 

· Proficient with spreadsheet software and mainframe systems. 

· Experience with OMB Circulars A-122, 2 CFR 215, A-133.  

· Extensive experience in both annual financial audits and the annual Single Audit requirements. 

· Knowledge in Sarbanes-Oxley Section 404 documentation, monitoring, and testing.

· Experienced with preparing departmental budget.

· Excellent communication, presentation, analytical and report writing skills required. 

· Must be able to work in a Labor/Management Partnership environment. 
· Strong budget management and project management skills.  Experience with spreadsheets and word processing computer applications.  Database and project management software experience preferred.


	DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position.  They are not intended to be construed as an exhaustive list of responsibilities, duties and skills required of personnel so classified, nor do they indicate union or non-union status.


