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Grade 11 and Below
Section 1: Identifying Information

	Position Title: Financial Coordinator
	Date Prepared: 

	Department: 
	Job Family: Financial

	Position Reports to: Financial Manager
	Grade:     8         FLSA Status:  Non-Exempt 



Section 2: Position Purpose

Describe the primary functions and purpose of this position.  Please note that this section (Position Purpose) and Section 6: Job Qualifications and Competencies will be used for the job posting and advertisements.
This position processes financial transactions primarily performed in Workday.  This position is responsible for maintaining current knowledge of, interpreting and applying, applicable University policies.  The Financial Coordinator will have a strong working knowledge of the Brown Chart of Accounts and policies and protocols related to transaction coding and approval. This position is expected to be customer focused and responsive to requests as they arise.  The Financial Coordinator will also serve as the key point person for assigned units, including monthly and adhoc reporting.
Section 3: Major Responsibilities

List 3 to 6 major responsibilities, functions and/or activities; provide related supporting actions to describe how the work will be accomplished; and estimate the percentage of time for the responsibility. Please arrange in descending order by percentage time. 
1. Major Responsibility:    Process day to day financial transactions 55%
Supporting Actions: Process financial transactions in Workday.  Initiate and monitor the transactions in Workday including employee and vendor reimbursements, requisitions and purchase orders.  Collect paperwork, communicate with the departments if additional information is needed, and complete transactions and send to the Controller’s Office.  Compile Professional Service Agreements, supplier registration forms, Guest Speaker forms, etc. in collaboration. Process expense and travel reimbursements for staff.  Process wire transfers as needed.  Ensure applicable University spending and documentation policies are followed. Work with Manager and others on business process changes and be up to date on necessary system/policy changes.  Assign appropriate worktags to transactions to ensure accurate reporting.  Inform analysts and departments of how certain charges will appear so more accurate budgets can be created.  Review transactions monthly and reconcile accounts. Ensure proper documentation is in the system.  
2. Major Responsibility:  Assist with budgets and reports       25%
Supporting Actions: Work collaboratively with financial staff in departments to review budgets and monthly reports.  Review coding errors and discuss how to code the information and process the transactions for department reporting needs.  Serve as expert Financial Coordinator responding to user questions. Prepare statistical transaction reports  
3. Major Responsibility:   Keep current on the business processes and polices of the Controller’s Office and Workday      20 %
Supporting Actions: Keep up to date with new functionality and changes with Workday updates. Attend Workday refreshers. Meet regularly with central finance groups to review policy changes and Workday business processes.  Meet regularly with the Workday Operations Team to review business processes, discuss process improvements and participate in community training.
Section 4: Decisions Position is Free to Make
Describe the authority held by the position by listing 1 to 2 examples of decisions that the position is free to make and explain the decisions that depend on the position’s advice.
Section 5: Dimensions

List quantitative measures that define the size and scope of the position (for example, the number of students counseled, the number of faculty and/or staff supported, the number of employees supervised, the number of events planned, the size of budget managed).
 Section 6: Job Qualifications and Competencies
 6: Job Qualifications and Competencies

Job Qualifications 
Indicate the minimum required education and years of experience. Include any required licenses or certificates.
Education and Experience
· Bachelor’s degree and 1-2 years of related experience, or equivalent combination of skills and experience.

· Experience in an academic setting preferred
 Job Competencies

Indicate the essential job competencies. Competencies are required knowledge, skills and abilities necessary to perform the job successfully. 
· Highly proficient in financial reporting and spreadsheet applications with attention to detail
· Strong analytical, problem-solving and organizational skills

· Demonstrated proficiency with Excel, including pivot tables, formulas, spreadsheets, and databases
· Customer service experience with a strong service-minded philosophy

· Ability to problem-solve and troubleshoot issues when appropriate
· Excellent communication skills, both verbal and written
· Ability to manage multiple tasks and priorities in a fast-paced, multi-faceted work environment

· This position requires a strong commitment to promoting diversity
Section 7:  Physical Demands and Working Conditions
Please use the following checklist to identify general physical demands and working conditions.  Additional specific physical demands and working conditions required to perform the job should be added. Also indicate any information that would be helpful in understanding any unusual or hazardous conditions associated with performing the position, or specific work schedule information.
	 General Physical Demands
	Lift/Carry/Push/Pull
	Use of Chemicals

	☐ Requires ability to read
	☐ Typically less than 10 pounds
	☐ Limited exposure to chemicals

	☐ Must remain in stationary position for long periods of time at desk or computer
	☐ Typically 10 to 20 pounds
	☐ Careful use of chemicals

	☐ Requires moving around campus
	☐ Typically 20 to 50 pounds
	☐ Use of highly toxic chemicals

	☐ Requires occasionally standing, sitting, walking; using hands to finger, handle, or feel objects, tools or controls;  reaching with hands and arms; climbing stairs; hearing; talking
	☐ Typically more than 50 pounds
	

	☐ Requires frequently moving about inside the office to access printer, files, and other materials/equipment
	
	

	☐ Operates a computer and other office equipment
	
	

	☐ Some travel may be required
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