FAO Duties (Dominica Albitre):
· Manage administrative operations in consultation with the Chairs for BMP, Teaching Programs and CCB
· Establish departmental goals and manage all HR, Finance and physical resources
· Manage systems and procedures to protect the departments’ assets and provide leadership in the management of financial, personnel and student affairs
· Review and streamline processes
· Run Departmental financial reports 
· Respond to ad hoc requests and work closely with the College
· Supervise staff
· Department SAA
FOM Duties (Mariam Plowman):
· Supervisor for Financial Operations for BMP Unit and back-up for their areas.
· Responsible for monthly statements for the Dept. financials
· Department SAA backup
· Back-up to FAO in their absence
· Manage fiscal close and ensure all finances are in balance
· Grant Cost Share reporting
· Pre and Post award for some PI’s and backup to Analysts
· Provide Training to all Analysts

Financial Team 

· Contracts & Grants Duties (Erinn Seefeld, Ariana Avila, Morgen Redd, Rachel Carthell and TBD – recruiting for an RA2 and RA3):	
· Pre and Post Award management
· Produce monthly financial statements for PIs
· Submit non-academic new hire and volunteer requests
· NSTP, summer Salary, and additional Compensation Request
· Monthly financial ledger reconciliation
· Approve Purchase Requisitions
· Provide financial guidance to PI’s and meet regularly to discuss fund balances 

· Financial Analyst Duties (Debbie Brown):	
· Gift processing & misc. deposits
· Web Recharges 
· Monthly dept. Reports
· GSR/TA validations
· Payroll audits
· Backup to Contracts and Grants Analysts
· Snapshot requests
· Ad hoc projects
· G/L reconciliation
Administrative Team 
· Purchasing and Travel (Jeanette Westbrook, Lorena Quintana, Kylee Callecod and Kyla Mitchell)
· Purchase Requisitions 
· Entertainment and other Requests/reimbursements
· Travel requests
· Parking permits
· Room reservations
· Print requests

· Receiving (Joey Viramontes)
· Receive packages
· Distribution of all unit keys and FOBs (by appointment) 
· Manage mandated training courses
· Backup to reimbursement requests
· Manage PCard purchase requests
· Process PCard orders

· Chair’s Assistant (Hugar Partida)
· Seminar Notices/Setup
· Faculty meeting setup/minutes
· Distribution of all unit keys and FOBs (by appointment) - Backup
· Website updates
· Multimedia Tech requests

· Facilities (Matt Ulrich): 
· Place facility workorder requests
· Help with Lab moves
· Work with facilities to accommodate faculty requests
****************************************************************************

Centralized Units:
· APSU (Joy Ashburn, Director; Marie Good, Asst. Director)
· MPP: (Ashley Lawson, Analyst; Rebecca Nistor, Admin Asst.)
· BCH: (Josh Gutierrez, Analyst; Troy Hall, Admin Asst.)
· Duties: Analysts – reviewer of all Academic Personnel actions and labor relations issues; Assistants – Non-Senate appointments/reappointments, visas and academic recruitments
· HR (Sarah Dillon, Director; Kelly Jones, HR Generalist):
· Duties: Staff recruitments; personnel actions and labor relation issues
· Payroll (Jennifer Vaughan; Susan Silva, Payroll Analyst; Payroll Assistant – TBD) email: napsupodc@ucr.edu
· Onboarding, payroll transactions and time sheet management
