Position Analysis Questionnaire - Business/Accounting Job Family

Instructions

This questionnaire is primarily intended to collect data to assess the business/accounting content of University positions.  We will ask you to provide your position’s job description and your department’s organizational chart, which we will use to help identify supervisory, managerial or administrative responsibilities.

The questions were developed to facilitate the evaluation of a range of positions, from principal accounting assistant to business directors.  If a particular section or question within a section is not relevant to your position, please indicate N/A (not applicable).

Questions are targeted to reflect the primary accountabilities, tasks, and outcomes for which you are personally responsible. 

For example, a business manager supervises employees who determine allocations 

for grant charges.  This business manager does not routinely evaluate the data 

and determine the allocations. Therefore, the employees have the primary accountability 

for the allocation of grant charges; the business manager has the primary accountability 

for supervising the staff.
In general, your descriptive answers should be concise; brief examples, single sentences or phrases will do.

The questionnaire and job description should also be reviewed and approved by your immediate supervisor.  

After completing, please submit the following:

· most recent job description for this position

· most recent organizational chart for this unit  

· copy of completed questionnaire signed by your supervisor 

Send to:  

Business/Accounting Titles Consolidation Project 

University Human Resources





ASB Annex I





Busch Campus

Additional copies of the questionnaire can be obtained by visiting the University Human Resources Website at http://uhr.rutgers.edu/questionnaires.
If you have any questions, please contact:

Sonia Robell 

(732) 445-3020, Ext. 621; robell@hr.rutgers.edu 

Joycelyn Johnson-Williams 

(732) 445-3020, Ext. 612; joycelyn@hr.rutgers.edu
Position Analysis Questionnaire 

Business/Accounting Job Family
Incumbent’s Name ___Shelee S. Saal_____________________________________________________________________        _

Incumbent’s Title  ____Administrative Assistant III      ________________________________________________________   _

Incumbent’s Department ___APLab/SCILS__________________________________________________________________ _

Incumbent’s Reporting Relationship Code ____G93610000_______________________________________________________ _

Please list the percent of time incumbent is performing job duties or delivering results identified in the following categories:

Budget Development and/or budget management (includes tracking, analysis, auditing, reallocation)
_25_ %

Grant Administration (funds monitoring for appropriateness of expenditures & fiscal compliance)

_15_ %

Accounting (e.g. A/R, A/P, J.E.s, charge backs, allocations and account distributions, bookkeeping, 

cash handling, banking, transfers, reconciliations)







_30_ %

Other  (Banking, Investing, etc.) Please List







__0_ %


______________________________________________________________________________


______________________________________________________________________________

Supervision











__5_ %

Personnel /Payroll Administration (e.g., payroll and personnel forms for faculty & staff, 

tenure/promotion packets, FASIP, P4P, etc.) 







_10_ %

Other Administrative/Office Management (e.g. space, inventories, purchasing, RFPs, 

computers, events coordination, maintenance and construction coordination, etc)




_15_ %














100%


Please provide the information requested below for which the incumbent has primary responsibility:

	 
	State 
	AES
	Grant
	Self-support/ Auxiliary
	Federal
	Total

	Budget Size:
	 
	 
	 2 projects: over $2.6mil;

as of 5/31/03 over $1,300k

in all accts w/ varying

closing dates
	 
	 
	same as Grant

	Approximate Number of Accounts:
	 
	 
	10
	 
	 
	same as Grant

	 
	
	
	
	
	
	 

	Authority to Approve Expenditures (Y/N):
	 
	 
	 
	 
	 
	 

	 Level ($ amount) without review
	 
	 
	$1000.00
	 
	 
	$1000.00

	
	
	 
	 
	 
	 
	

	     Level ($ amount) with review
	
	
	>$1000.00
	
	
	>$1000.00


Reviewed and approved by Supervisor

    Paul B. Kantor_____________________________________   /_Director, APLab & RDLDL____________________________


Supervisor’s Name





Supervisor’s Title

_________________________________________________________ 

___________________________________________


Supervisor’s Signature





Date

Your day-to-day responsibilities should be clearly defined in the job description you attach to this questionnaire.  Please complete each of the following sections, which focus on functions traditionally associated with business/accounting positions (budget, grants, accounting, etc).   Indicate “N/A” (not applicable) where appropriate.  Please attach additional pages where necessary. 

1. Do you plan and/or forecast (long-range needs) budgets? Explain.

Yes. I am responsible to keep the Principal Investigator (PI) updated on current project spending and how it affects future spending.  I forecast how we will spend the funds – keeping in mind original budgets and sponsor restrictions; consequently, I am able to provide sponsors, like the National Science Foundation, assurance that we are using their support funding appropriately and in a timely fashion.

2. Please describe your budget development functions: types (revenue, salaries, expenditures, etc), funding, and frequency (annual, multi-year?).

I produce budgets and updates that include current salaries, potential salary increases, known expenditures and projected spending.

I am responsible to keep updated on project/faculty member academic year salaries and salaries predetermined in the original award budget.  As a part of budgeting, I remind the PI about the original budget plans and make changes according to the PI’s direction – the person who ultimately determines salaries and the amount of dedicated effort on the part of faculty and non-faculty project members.

I solicit quotes from different vendors for our purchases.  I decide on purchases based on quotes.

I can and do produce budgets and projections for proposal submissions, for sponsor reports and for the project PI, whether on demand, monthly, bi-annually, or annually.  The budgets may be part of a year, one year or multiple years; what’s included in the budget (within the deadline) depends on its purpose, who requires it and what will fulfill the requirements.

3. Do you determine funds availability? Explain.
Yes, after the Principal Investigator, ORSP and DGCA are properly notified of the initial award (funding) and subsequent allotments by the project sponsor, I maintain a record of the award balance, or funds availability.  I reconcile our accounts by using Rutgers’ on-line accessible tools (OFIS, RIAS notifications, ORSP spreadsheets), Rutgers’ paper monthly detail account sheets, and spreadsheets I designed to keep track of past, pending and expected expenditures.  I log the results of our expenditures to date in a graph developed to illustrate the status of an account.

After account reconciliation, I see what funds are available and report to the PI what budget items remain open and where I see funding may be spent.  

4. If responsible for grants, do you monitor fiscal compliance (terms and conditions)? Explain.

In communication with the appropriate Grants Accountant, I am responsible to review and understand a sponsor’s terms and conditions for funding.  As I monitor our spending and when I believe there is reason to evaluate our spending activities in relation to these terms and conditions, I bring it to the project PI, who is ultimately accountable for fiscal compliance.

5. Describe your certification of effort responsibilities.

The project PI certifies project member efforts.

6. If you are accountable for cost sharing, please describe your responsibilities.

When project funding requires cost sharing arrangements, I will draw up budgets given directions from the project PI.  As a project is underway and involves cost sharing, I submit requests for expense transfers according to cost share agreements (i.e. tuition, salary reallocation).  I make sure the transfers are fulfilled.

7. Describe your role in advising and assisting principal investigators with grant proposal development.

I advise the PI and key personnel (when effected) about 1) previous salaries for non-academic or non-current Rutgers’ hires, 2) new or changed caps on academic year salaries, summer salaries and/or expenses according to sponsor policies, and/or 3) new or changed proposal submission or other sponsor procedural changes.

I assist the PI by procuring essential biographical and current and pending projects information directly from all key personnel included in a proposal.  I review the documents for content, format and data requirements, I give the biographies the PI for content review and, if necessary, I request revisions or contact departmental administrative personnel to research answers (depending on what needs work).

 I build budget(s) based on a sketch of information provided by the PI (including number and type of personnel, tuition remissions, consultants, subcontract, and other expenses), then I negotiate changes with the PI (or others when instructed by the PI).

I consult with the PI (and others) regarding IRB Certifications, compliance, and application submission requirements.  If prior IRB approved protocols relate to a proposed project, I make sure it is applicable and acceptable to include it in the proposal by contacting the appropriate Rutgers’ IRB representative.  If there isn’t already an associated protocol approved, I am responsible to apply for IRB review in the specified time frame, making sure not to delay the proposal submission.


If used, I must ensure that all key personnel can access electronic, on-line proposal submission software required by a sponsor.


I create a checklist and time line of events that I update as a management tool in the proposal writing process.  They provide a snap shot of the timeframe in which to complete the proposal, what is complete, in process and to be done.  The checklist shows who is responsible for an action and it’s updated as we progress.
8. Describe account reconciliation responsibilities.  Do you investigate and resolve discrepancies?  Explain.

Yes, I review Rutgers’ University Accounting’s OFIS tool at least weekly.  I receive, review and file monthly paper detail account reports for every account the labs are responsible for.  Also, as noted in question 3 above, I developed and use a working spreadsheet to track all past, pending and expected expenditures charged to the accounts.  Using these tools together, when I see a discrepancy between what I thought would happen and what actually happened, I contact whomever I can to help me  find out why a difference exists (grant accountants, payroll, distribution control, budgeting) and what to do or not to do to fix a problem.

9. Do you have the responsibility for the following financial and cash handling duties?  If yes, please fill in as appropriate. 

	
	
	
	
	

	Financial Transactions
	Frequency (daily, weekly, etc.)
	Prepare
	Prepare & Approve
	Approve Only

	Budget adjustments
	sometimes
	X
	 
	 

	Journal entries 
	bi-annually
	X
	 
	 

	Travel reimbursements
	weekly
	X
	 
	 

	New account forms
	
	
	 
	 

	Consulting contracts
	sporadically
	X
	
	

	Cost sharing spreadsheets
	bi-annually
	X
	
	

	List others. salary reallocations
	sporadically
	X
	
	

	purchasing,

change orders, 

tuition remissions
	weekly, sporadically,

bi-annually
	X
	 
	 

	
	
	
	
	

	Cash Handling Responsibilities
	Frequency (daily, weekly, etc.)
	$ Amount
	Source of Cash

	Cash
	monthly
	10
	Petty Cash

	Checks
	 
	 
	 

	
	
	
	
	


10. Describe billing, collecting and revenue recording duties.  What is the source of revenue?

NA

11. List the titles, ranges, and number of employees supervised. 

When I serve as a Coordinator for a laboratory study, I supervise the activities of the study participants – a detailed supervisory role, though most people are not employees of Rutgers.  Rather they are paid (or unpaid, depending on the study) by a project.  For one project, I coordinated the activity of 16 people simultaneously between early May 2002 and mid-June 2002 – all by email.

Though I do not supervise the work of graduate students, I guide them through some of Rutgers’ and APLab/RDLDL’s administrative tasks and procedures to make their employment experience smooth and their time working on projects more productive – a detailed role.  In the 2002-03 academic year, two projects paid 7 graduate students who worked in the APLab at various hours.  Periodically, I also assisted one Ph.D. candidate and one visiting Fellow with departmental procedures and equipment and supplies use.

12. Describe supervisory responsibilities, level of supervision provided (detailed, broad, etc.) and indicate limitations on your role, for example: “provide technical supervision, but do not formally appraise employees.”

In the role of Coordinator of Study Participants I have, for example, contacted participants: 1) to introduce the project, 2) so they know how to provide the project with their formal consent to participate (IRB requirement under typical circumstances), 3) to provide directions on how to proceed with the project, 4) what to expect while participating, 5) so they know what to do with questions, 6) with timelines to start work, to do a particular task and to end their activities, and 7) to ask for payroll information and to tell them when they should receive payments.  I decided when a question warranted an answer from me or from another project team member(s).  As a coordinator I am responsible to know when an adverse event occurs as Coordinator and to write it up for the PI’s review and, particularly, as required for IRB purposes.

As noted in question 11, I guide graduate students through administrative processes – mostly for payroll paperwork purposes.  From time-to-time I help them use the office equipment and I let them know where to find supplies.  I am creating a number of ways for them to get administrative information (i.e., placing links on my website to Rutgers’ sites, developing descriptions of procedures I haven’t found at a Rutgers’ site, a “welcome” and introductory email message to the lab as a new project member).

13. Do you recommend the hiring or firing of direct reports, or do you make the final hiring/firing decision? Are you responsible for other issues such as discipline or grievance hearings? Explain.

NA

14. What is your involvement with organizational and/or strategic planning for unit(s)?
I take on increasing responsibility for the Director of the APLab/RDLDL to know: 1) the current and future financial outlook for the lab (1 month to 12 months to 24 months), 2) the physical assets of the lab (what equipment, software and literature exists and what would be useful to keep the lab and its uses technologically current - the Director takes care of keep the lab scientifically current), and 3) looking at website links that post upcoming proposal submission opportunities that could interest the APLab Director.

15. Do you have responsibility for payroll and/or personnel duties?  If yes, please fill in as appropriate. 
	 
	Prepare
	Prepare & Approve
	Approve Only
	Authorized Signature
	

	Payroll forms (PAFs, PDRs, TRFs, etc)
	X
	 
	 
	 
	

	Personnel forms (PARFs, Promotion packets, etc.)
	X
	 
	 
	 
	

	
	
	
	
	
	
	

	See attached response
	
	
	
	
	
	

	 
	FTE
	Budget Size ($)
	Prepare
	Prepare & Approve
	Approve Only

	Management of Salary Budget
	 
	 
	 
	 
	 

	Staff
	 ?
	 
	 
	 
	 

	Faculty
	 ?
	 
	 
	 
	 


16. Describe personnel/payroll responsibilities, particularly as they relate to the management of salary budgets.  

I project summer salaries for faculty involved in projects, submitting PAFs and TRFs.

For the APLab Director’s summer salary, I coordinate and negotiate amounts paid by multiple grants or departments (keeping in mind sponsor caps and Rutgers University’s institutional caps).  I prepare, get approvals and submit Graduate Assistants’ PAFs for reappointments, I submit PDRs for changes and I submit TRFs for summer research pay for internal and external faculty members working on projects. I provide copies of all personnel actions to SCILS Associate Dean.  I prepare and request signatures for cost share salary reallocation documents.

17. Describe other administrative responsibilities such as: space management, equipment inventories, facilities management, scheduling, purchasing, computing, etc.  

I contact Rutgers’ facilities designers to consult on possible changes in the lab space to accommodate more students.

I track equipment taken out of the lab and make sure that new equipment is inventoried.

I set up spaces for meetings, order food and I make sure equipment is in place.

Periodically, I order maintenance services to keep the lab environment clean and functioning.  Arrange for travel, lodging and events for external and internal project members.

18. Do you develop and/or implement departmental procedures and controls?  Explain and list examples. 

Yes.  I am developing “How To” binders and checklist for procedures.  Some information is particular to APLab and some to Rutgers.  I add and take away names to my contacts folder as personnel changes.

To manage expenses at various stages of payment, I created a process linking actions with files resulting in a step-by-step procedure.

Pulling the history of project spending and correlating it with current, pending and potential spending is essential to clarify continued budgeting options and issues.  To illustrate to the PI the status and future spending of an account’s funds, in a seemingly simple way, I designed a spreadsheet that combines figures from many sources into one.   Using OFIS (making sure fringe and overhead are current), other internally designed spreadsheets to track spending and ORSP budget templates to build projected budgets, I first find past spending (OFIS) and subtract the original budget figures from it.  That gives us a picture of what was over or under spent against the original budget.  Next figures are taken from an ORSP template (used for calculation purposes) representing how we intend to spend remaining funds within a particular timeframe and placed in the next column.  The combination of the under and over spent figures and what’s intended for the remaining funds should come to a total that is consistent with funding allotted by the sponsor to the project through a given time period.  If final funding is forthcoming, the final and consecutive four columns show: a) our projected budget for the final allotment (given any changes in spending plans), b) the sum of monies actually spent plus projected spending of the remaining current funds plus the budget for the final allotment, c) our original budget for the total award, and d) under or over spending of the total award.  This final column gives us the overall picture of total funding and we can adjust projected budgets to meet internal goals and sponsor guidelines.

19. Are you responsible for preparing reports and analyzing financial data?  Describe purpose, outcome and impact of reports/analysis, recipients of reports/analysis, and frequency that these are generated.  

In one example, I produce reports in the form of graphs (for each account).  At least monthly (optimally on-demand with a short ½ hour to 1 hour lead time), the APLab Director will want to see the status of our project spending (cash on hand, committed, projected spending).  This chart takes into account: 1) the total project time frame, 2) the total funds within that time frame, 3) gives an illustration of the allotments in dollars and notes about dates given and to be spent by the lab according to the sponsor’s expectation.  OFIS or monthly detail sheets give me a starting point to chart cash and commitments.  Then I consider our pending expenses/credits spreadsheet with the information from OFIS/monthly sheets to project spending and make a mark on the graph to show spending projections (in a month, two months, etc.).


Increasingly the APLab Director looks to me for up-to-date spending rates (sometimes in the form of verbal reports; usually written, typed or in graph form).  My ability to produce these reports is critical to the lab, to the University and to the sponsors in at least 5 ways:


1. It relieves APLab’s Director from the responsibility to know and manage intimate spending details, leaving more time for him to work on the science of the project.


2. The Director relies on me to pull together projected budgets with little input until he makes final decisions.


3. Documentation is always current and available to refer back to in case I am absent or any other reason.


4. At any point in time, we can provide updates for the sponsor and be reassured that funds are being used appropriately and timely.


5. Our project accountant (DGCA) benefits from my experience monitoring, discussing and reconciling accounting discrepancies when we need to discuss open issues and find solutions together.
20. List and describe more complex tasks/projects you have performed as part of your regularly assigned functions. 

As a Coordinator of Study Participants I communicate with subjects (discussed in question 11 above) as well as perform administrative duties.  I record all activities in a laboratory notebook to ensure that the PI can reconstruct my work at any point in time.  My records can include participant tasks, timelines, problems and resolutions, examples of emails, reports in table format (i.e., to sum up participant hours spent on the project in context of their teams), and findings from testing on-line administrator’s tools.  To make sure my evaluations of on-line tools are accurate and in need of corrections, I may collaborate with a wide range of personnel: the project PI, SCILS Information Technology staff, project collaborators, programmers and graduate students.  When it’s called for, I may implement documentation changes by using a variety of computer software applications.

21. List and describe any other critical duties in your job that have not been covered in this questionnaire.  
Without IRB compliance, projects can fold.  It is my responsibility that I understand the risk level of a proposed project, that all project personnel take and pass the required test and that we apply for IRB review before a proposal is submitted and after the project is running, ask for a Request for Continued Review.  I initiate the request, consult with the PI and submit it.

	Do you have responsibility for payroll and/or personnel duties? Detail.
NSF Brain Images and associated cost share account
	
	

	 
	FTE
	Budget Size ($)
	Prepare
	Prepare & Approve
	Approve Only

	Management of Salary Budget
	currently
	 budgeted
	 
	 
	 

	Staff
	4
	$390,000
	X
	 
	 

	Faculty
	3
	$152,125
	X
	
	

	Students
	5
	$300,000
	X
	 
	 


ARDA/HITIQA

	 
	FTE
	Budget Size ($)
	Prepare
	Prepare & Approve
	Approve Only

	Management of Salary Budget
	currently
	budgeted
	 
	 
	 

	Staff
	1
	$117,000
	X
	 
	 

	Faculty
	3
	$116,000
	X
	
	

	Students
	4
	$58,000
	X
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