POSITION DESCRIPTION

UNIVERSITY OF MARYLAND, COLLEGE PARK

COLLEGE OF AGRICULTURE AND NATURAL RESOURCES

Administrative Services Office
Assistant Director Financial and Policy Analysis
Position #: 103218
Exempt Staff, Full-time 12-month position
The College of Agriculture and Natural Resources (AGNR) seeks an Assistant Director of Financial Analysis to directly support the Assistant Dean for Finance and Management.  The Administrative Services office falls under the Dean of AGNR supporting Academics, Extension and Research missions of the college.  Major responsibilities included are listed below with emphasis on data analysis, financial analysis, strategic planning and learning the complexities of being the land-grant college.  This position also produces various monthly, semiannual and annual financial, and human resource reports, maintains various electronic databases and archives.  This position will assist the Assistant Dean in working with campus constituents and college constituents across the state of Maryland.
Responsibilities:

•
Develop and prepare financial analysis, trend data reports and other specialty financial reports;
•
Over see systems development pertaining to projects done by the Administrative Services Office whether outsourced or written in-house;
•
Maintain and Review information on Foundation accounts within the college, including expenditure regulations;
•
Produce monthly reports from the Universities financial database download and distributed on a secured basis to departments/units.  Prepare fund balance reports as needed by the Provost or Comptroller’s Offices;
•
Act as the college’s unit liaison and central point of contact for the Kuali Financial System (KFS);
•
Ability to analyze complex data, financial information and administrative processes and to assist with the development of potential solutions or policies;
•
Develop administrative reports using campus data warehouse tools.  Also assist with the annual budget process;
•
Coordinate and approve user access to financial systems such as PHR, KFS, BPM, Travel Services as well as various ELF accesses;
•
Maintain chart of account attributes and other account maintenance;
•
Maintain an electronic archive of documents for the Budget section of the Administrative Services Office;
•
Assist with development of policies and procedures for the college;
•
Development and maintenance human resource data bases as needed;
•
Provide assistance to the Assistant Dean with legal issues as they arise;
•
Ability to assist with the creation of presentations for the Assistant Dean on an as needed basis;
•
Assist the areas of Extension and Research as assigned by the Assistant Dean;

•
Maintain ongoing commitments by Dean, Provost & others effecting College funding.
Qualifications:  Bachelor’s degree in Accounting, Finance or related field required. Minimum of six years experience in a progressively responsible position with demonstrated ability to structure and use of data base query tools in a financial environment and history of policy development.  Masters Degree in Business Administration or related field preferred.  Specific knowledge in query reporting tools (Brio preferred) and Microsoft Office software specifically data base and spreadsheet applications.   Experience in higher education with responsibilities in budget, accounting, or fiscal planning activities, preferred. Must have strong analytical ability; finance background and excellent interpersonal and communication abilities.  Previous work experience with a Land-Grant Institution a plus.
