PRE-ESTABLISHED CAREER LADDER FORM

ACCOUNTING ASSOCIATE IV TO ACCOUNTING ASSOCIATE MANAGER

Form 4

Employee Name:






Index Code for pay increase:

Department Name:






Current Hourly Base Rate:

Current MAP Title:






Position number:

Length of Time in Current Position:




Expected Date of Completion:

Does Employee meet all Requirements 



Estimated Rate of Pay after Completion:

Of Current Job? (Yes/No)





Union Affiliation:

	Accounting Associate IV

 
	Accounting Associate Manager

 
	Action Items

How will employee meet additional requirements?

List actual steps that will be taken to progress to next level 
	Proposed completion date.

Movement from one level to another is at least 6 months.
	Date Completed

	 Performance 
(  Positions at this level are typically responsible for accounting and fiscal management of a mid-size department or for analytical in-depth management of specific fund types. For example, position would oversee Accounting Associate III’s and would make decisions and choices about budget transfers, changes in funding, overall movement of resources, and long-range planning of finances

(  Positions apply accounting theory to various accounting problems by using analytical, evaluative, or interpretive processes and independent decision-making to solve problems.

( Positions are expected to refine internal accounting structures and procedures as needed to respond to needed changes. For instance, the movement to GSBY Accounting practices would be managed on a day-to-day basis at this level. Or addressing required changes to audit practices by amending the overall policies and procedures related to that requirement or function. 

( They may manage accounting sub-systems, or a large portion of a single system or operation. 

(  They will typically oversee other employees. 

(  Positions report directly to Director or Manager.
Distinguishing Characteristics and Job Responsibilities:

a.  Prepare grant paper work,  

     budgets, and required reports for

     multiple grant agencies.

b.  Run reports from Banner that may  

     require some programming. 

c.  Assist in the development of  

    accounting or financial procedures  

    to assure compliance with 

    applicable rules and regulation.

d.  Interpret campus, state, and  

    federal rules and regulations  

    applicable to area of work.

e.  Perform checks and balances for 

     levels I-III accounting associates.

f.  Compliance officer between  

    campus, state, and federal rules  

    and regulations by reviewing 

    departmental or unit work activities.  g.  Signatory for budget transfers.

h.  Respond to formal audits.

i.  Obtain temporary funding for such

    things as providing additional 

    change funds for registration 

    processes. 

j.  Prepare quarterly and annual  

    analysis of substantial amounts of 

    financial data.

k.  Analyze financial and budget  

    trends.

l.  Calculate various indirect cost for  

    grants. 

m. Evaluate conflicting regulations  

     (University, State, and Federal) to  

     determine which one takes  

     precedence for such things as  

     travel and purchasing of supplies  

     with grant monies.

n.  May monitor collection agency  

     contracts & statements for receipts                    and services charges.

o.  Manage loan cash flow so that the  

     campus has enough on hand for     

     emergency loans but also doesn’t  

    have too much available and just 

    sitting there. This would include  

    making the decision to return the

    money to the funding source.

p. Manage or supervise account 

    reporting functions for federal, state 

    and institutional loan funds.

q. Calculate and analyze vacancy 

    savings for reallocation.

Knowledge, skills, abilities as stated in the role description for this position that have been attained
(  Position at this level must understand university, state, federal, and grant-related accounting practices; budget processes; and funding agencies’ policies and procedures. 

(  Must possess ability to understand and impact the “big picture” and effectively monitor a variety of accounts.

(  Skill at overseeing employees to ensure that rules and regulations and proper accounting procedures are being followed.

Other Department Specific Tasks-Optional
	 Performance 
(  Positions at this level are concerned with practical management issues and application of accounting theory within a diverse range of financial activity.  
(  Positions handle concepts that require in-depth interpretation.  

(  Positions serve as official or unofficial assistant directors and will perform professional work and utilize concepts and theories of finance, governmental regulations, operations, organizational theory and budgeting and managerial skills.

 Distinguishing Characteristics and Job Responsibilities:

a. Coordination, oversight and direction of operational accounting activities for a multi-level or multi-unit operation with a campus-wide or university-system wide impact.

b. Develop solutions or make modifications to diverse processes, policies, or procedures.

c. Perform advanced accounting functions in a centralized or major department accounting control unit.

d. Assess or investigate departmental functions for compliance.

e. Manage, monitor, and direct departmental resources.

f. Disseminate information to other (generally lower-level) managers internally/externally for implementation into their daily work processes.

g. Enforce audit requirements.

h. Modify programs to meet extensive and changing reporting and budgeting regulatory requirements.

Knowledge, skills, abilities as stated in the role description for this position that have been attained
(  Position must have considerable knowledge of management, accounting, and budgeting theory and concepts and be able to see and work toward the “big picture”.  

(  Positions must have highly effective communication skills, and the ability to establish effective relationships with internal/external departments and agencies for compliance issues.   

(  Positions must understand organizational theory and be able to direct large, significant fiscal operations that will most likely impact a large variety of individuals, departments, or agencies outside their immediate work area.

Other Department Specific Tasks-Optional
	Employee must maintain satisfactory performance throughout this career ladder progression.

(Ex. 1.) Attend Banner  Finance training

1.)

2.)
	1.)

2.)
	


_____________________________          _____________________________
    ___________________________
  _____________________________

Employee Signature/Date

   Supervisor Signature/Date

    Director Signature/Date
               VP/Exec Officer Signature/Date

_____________________________
   _____________________________
     ___________________________
  _____________________________

Title




     Title




       Title



   Title

_____________________

Human Resource Approval/Date

