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VIRGINIA-MARYLAND COLLEGE OF VETERINARY MEDICINE

Maryland Campus

The Avrum Gudelsky Veterinary Center 8075 Greenmead Drive
College Park, Maryland 20742-3711 301.314.6830 TEL 301.314.6855 FAX

Position Vacancy Announcement Position Number: 103755
Title: Director of Administrative Services
Category Status: Exempt Staff, Full-time Regular Position
Unit: AGNR-Veterinary Medicine

RESPONSIBILITIES:

· Provide financial oversight for the department to include administration of state, revolving, and research budgets, presently totaling approximately $7.6 M; prepare and administer memoranda of understanding with various federal and state agencies; administer faculty grant funding accounts and provide account balance updates to each faculty at regular intervals.
· Oversee administrative functions to ensure efficient and consistent operations. Assist faculty in preparing
grant proposals, including review of proposed budgets, cost-share justifications, and routing forms. Supervise support personnel to fulfill budgetary, computer hardware/software, word processing, office logistics, travel, personnel, and secretarial needs for the faculty, staff, and students.
· Prepare analyses surveys and reports to meet the request and needs of the VMRCVM, UMD, Virginia Tech, and external collaborations, such as the Maryland Department of Agriculture, Federal Agencies, and professional veterinary organizations.
· Effectively communicate and present the critical matters to the Associate Dean.

QUALIFICATIONS:
Required –
· Minimum qualifications include a bachelor’s degree with a major in accounting, business administration or related area.
· Five (5) years of budgetary management experience with responsibility for budget, personnel, and planning activities.
· Three (3) years of supervisory experience
· The ideal candidate must have excellent computer skills, excellent written and oral communication skills, outstanding leadership, and the ability to nurture teamwork and a positive work environment.
Preferred –
· A master’s degree in business administration, public administration, higher education, or a related field.
· Five (5) years of experience in higher education, with responsibility for budget, personnel, and planning activities.
· Five (5) years of supervisory experience
SALARY AND BENEFITS:
Salary will be commensurate with experience. The University of Maryland offers an extensive benefits package.
HOW TO APPLY:
All candidates must apply online at https://ejobs.umd.edu/postings/119306 . A complete the application packet includes a cover letter, current résumé, and a list of three (3) professional references, including name, mailing address, telephone number, and e-mail address.
CLOSING DATE: For best consideration, applications will accepted by May 31, 2024.
The University of Maryland, College Park, actively subscribes to a policy of equal employment opportunity, and will not discriminate against any employee or applicant because of race, age, sex, color, sexual orientation, physical or mental disability, religion, ancestry or national origin, marital status, genetic information, or political affiliation, or gender identity and expression. Minorities and women are encouraged to apply.
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