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Job Code: 


Grade: D2
POSITION:  Director of Research Finance                    DEPARTMENT:  Research & Academic Affairs

REPORTS TO:  VP for Research and Academic Affairs
DATE:  April 2011
POSITION SUMMARY:
Directs all post-award functions including sponsored research accounting and monitoring of policies governing grant- and contract-supported research.  Assists VP for Research and Academic Affairs in the management and administration of research activities.  Manages Research Finance staff.
ESSENTIAL FUNCTIONS:
1. Manages the overall function of post-award financial administration.
2. Manages, trains, and educates staff to ensure that sponsor requirements are met; ensures that funds are accurately monitored and staff are familiar with federal regulations.  Prepares performance evaluations and participates in hiring/recruitment of staff.
3. Responsible for the development and implementation of departmental policies and procedures.
4. Oversees staff’s preparation of financial reports for submission to sponsoring agencies.
5. Works collaboratively with Infirmary departments on various projects and process improvement.
6. Responsible for development of institutional indirect and fringe benefit cost rates.
7. Serves as departmental liaison with the Finance Department in scheduling monthly report production.  Prepares monthly and annual calendars of report production and distribution.
8. Maintains contact with internal/external audit groups in answering/interpreting questions, gathering information and creating requested reports related to research accounts.
9. Prepares comparative schedules of research /training expenses as well as overhead recoveries for inclusion in monthly financial statements.
10. Prepares fiscal year-end audit schedules and coordinates annual A-133 audit.

11. Monitors recurring expenditures; authorizes unusual expenditures charged to sponsored research funds.

12. Evaluates and monitors post-award workflow and practices to improve cost effectiveness and investigator- responsive improvements.

13. Reviews all new or renewed sponsored programs to ensure fiscal adherence to sponsor regulations.
14. Prepares and maintains monthly/annual calendars of sponsor-required interim/final report expenditures.
15. Participates in directing creation and maintenance of aged accounts-receivable analysis for sponsored programs.

16. Submits all required reports, payments, and invoices.

17. Develops procedures to manage letter of credit (LOC) drawdowns of federal funds to minimize negative cash flow implications.

18. Informs Principal Investigators of potential budget overruns or disapproved expenditures and other problems.

19. Oversees cash receipts of deposits.

20. Performs all other duties as assigned.


EDUCATION AND EXPERIENCE:

B.A. or B.S. in Accounting or Finance required.

5 to 10 years of related experience in a research accounting or finance function required.

Knowledge of NIH policies and procedures including electronic research administration required.  Strong writing and presentation skills are required.
WORKING CONDITIONS:
Office setting.
PHYSICAL REQUIREMENTS:

None.
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