Professional Employment

UNIVERSITY OF MAINE

Job Description

US PERSON ONLY – CONTROLLED PROJECTS

Title:

Fiscal Officer/Grants Manager I



Department:  
Advanced Structures & Composites Center 

Date:

August 2019
Reports To:  
Fiscal Officer IV
Purpose: Provides organizational and financial support for Advanced Structures and Composites Center’s grants & contracts.  This position is responsible for assisting in the assurance that grant and contract expenditures are properly documented and accounted for, as well as informing project managers on grant, contract, and University purchasing procedures, policies and guidelines.

Essential Duties and Responsibilities

· Scope

· Reconciles DIC projects, research projects, and some MEIF funding. 

· Works with a database, tracking all grants, and contracts. 
· Keeps current on University, Federal, and State guidelines and procedures with regards to grants, contracts, accounting, and reporting rules.
· Inform personnel on University purchasing procedures, policies and guidelines.

· Processes LDA’s and ensures that these changes have been made into the database by the Front Office.
· Position is back-up for Departments purchasing.
· Budget

· Assists project managers in preparing budgets for DIC projects and small grants.

· Meets with supervisor in preparation and analysis of DIC budgets
· Meets monthly with PI/PM’s to review their budgets.

· Supervision

· Provides technical advice and information to faculty and staff in area of expertise.

· Contacts 

· Works with Front office on MaineCard activity and reconciliation

· Performs other reasonably related duties as assigned.

Knowledge and Skill Qualifications: 
Required: 

· BA/BS degree or experience in accounting, business or related area.  

· Demonstrated ability to exercise independent judgment and initiative and manage multiple projects and deadlines.  

· Demonstrated ability to handle sensitive and confidential information.

· Some knowledge of grant funding policies and procedures and applicable local, state, federal and university regulations.  

· Ability to communicate effectively, both orally and in writing.  

· Knowledge of restricted fund accounting principles, procedures, and standards.     

· Knowledge of current developments/trends in area of expertise. 

· Skill in use of personal computers and related software applications.  
Position Type: Ongoing, base budgeted.  

Work Schedule: Normal University of Maine business hours are Monday through Friday 8:00 a.m. to 4:30 p.m.  Work outside of regular business hours (to include nights and weekends) will be necessary at times in order to meet the requirements of the position.  In consultation with the supervisor, the employee will establish regular office hours and adjust work schedule as necessary. This position is considered Essential Personnel in the ASCC Storm Day Policy.

Work Environment: Work will be performed at the Advanced Structures and Composites Center 100,000 ft2 laboratory with a world-leading team of over 150 faculty, staff and students who conduct contract research with a variety of public and private entities developing the next generation of low-cost, high performance composite materials. 

Schedule for Evaluation: In the initial six months of employment and annually thereafter in accordance with the UMPSA agreement.

Job Family/Salary Band: This position is in Job Family 9, Salary Band 02. 
All UMS employees are required to comply with applicable policies and procedures, as well as to complete applicable workplace related screenings, and required employee trainings, such as Information Security, Safety Training, Workplace Violence and Sexual Harassment.

Appropriate background checks will be required.

