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Job Description

Job Title: Financial Coordinator

Department: Central Stores

Reports To: Director, Materials Resource-Central Stores
Jobs Reporting: None

Salary Grade: UsG 7

Effective Date: August 2023

Primary Purpose

The Financial Coordinator is responsible for day-to-day financial administration and supports the Director of
Materials Resource-Central Stores through the provision of financial reports and analysis as required. The
Financial Coordinator is responsible for ensuring timely processing, accuracy, and integrity of the
department’s financial transactions, ensures there is adherence with UW financial policies, guidelines, and
internal control requirements. The Financial Coordinator is also accountable for website management,
computer management, inventory/supply management, and guiding the outgoing mail processing area.

Key Accountabilities

Financial Administration and Management

¢ Maintains detailed account records, financial statements, and petty cash.

e Executes departmental purchasing, with signing authority up to $50,000

¢ Monitors appropriate use of department accounts for accuracy and consistency with UW paolicies.

e Provides advice and reviews department expenses; personal reimbursements, telephone service
charges, purchasing card statements, and both internal and external postage charges prior to
Director’s review

¢ Manages all departmental purchase orders and invoices in Unit4, ensuring accuracy, eligibility and
compliance as well as confirming supporting documentation.

¢ Reviewing invoices prior to submission to FSO and assessing appropriate account and work order

o Processes departmental payroll executed through Workday for casual staff, co-op students, short
term staff hires, over time and other one-time payments as required.

e Prepares weekly and monthly journal entries for internal charge-outs of billable labour, postage,
supplies and overtime.

¢ Manages all money/cheque deposits, Watcard payments, duties from US packages, and safety shoe
vouchers

Financial Planning and Reporting

o Works in partnership with the Director and other key stakeholders to develop budget priorities

e Prepares reports and analyses in support of the annual operating budget submission, as directed by
the Director. This includes preparation of the budget quarterly forecast

e Manages the operating budget which includes ensuring funds are available to support the

department’s operations and expenses.

Liaises with the Finance for departmental activities

Participates with Finance and Facilities in developing best practices in budget management.

Supports Director with carryforward budget analysis and allocation.

Maintains accurate records utilizing Excel spreadsheets and/or databases as appropriate

Provides occasional reports as required to Facilities management and other sectors of the University

as it relates to postage and follow up with various divisions of the organization as appropriate, and

liaise with Procurement as necessary




% WATERLOO

Job Description

Department Support and Administrative Management

e Acts as primary contact person for other administrative support departments.

¢ Develops and maintains general office procedures, documents and correspondence

e Oversees the day-to-day operation of the department within established policies and procedures,
handles ordering of equipment and supplies and manages IT hardware and software upgrades or
issues which includes training department staff on new systems and upgrades as necessary

¢ Administration of the Central Stores Desktop Rollover Program including the tracking of all other
hardware assignments and the Skype for business phone extensions.

e Systems Administration for Central Stores computers including 2FA, inventory, MAS and
addressing software

e Maintains the Central Stores web page in WCMS. This includes performing routine
maintenance on website to ensure all online content is up-to-date and accurate, error free
(quality control); working closely with various content stakeholders to keep content current or
to create new content/build new web forms.

e Provides functional guidance to the Mail Service Specialist

o Responsible for data management, address correction, duplicate removal, address verification,
providing NCOA (National Change of Address), and mail merge

o Formulates optimal ways to improve service/processes in the department and provides viable
solutions/suggestions for recommended change where possible

e Provides effective customer service support at main Central Stores office area in a
professional manner.

e Ensures all customer inquiries are handled in a professional and timely manner and when
customers are redirected to another staff, ensures customer is not left without service.

e Provides coverage or additional support in other areas as required, in accordance with the
department’s business needs.

e Performs other duties and assists with special projects, as assigned.

Inventory Supply Management

e Responsible for accurate data inputs related to the maintenance and control of Central Stores
inventory. This entails both the receiving and releasing of inventory from suppliers and university
customers.

e Assists throughout the year and in the year-end inventory count by providing the required reports to
the Service/Surplus Coordinator.

e Procure all inventory from suppliers and track incoming orders including campus wide stock of office
supplies (envelopes, forms, first aid supplies, institutional materials, etc.)

e Maintains current pricing and inventory in the online catalogue and in the Inventory system.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures, and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, asses and correct health and safety hazards, as required.

Required Qualifications

Education

e College diploma or university degree, preferably in a business or accounting related discipline or
equivalent education and experience

Experience

e 3+ years of financial management experience and related administrative activity required.

e Exposure to a material handling facility is preferred.

o Experience with online financial reporting systems and databases (e.g., Unit 4, Concur, Sharepoint,
Power BI, Workday) essential.

o Computer software & hardware experience is required
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Knowledge/Skills/Abilities

Excellent written and oral communication skills.

Demonstrated analytical and problem-solving skills.

Demonstrated accuracy and attention to detail skills.

Proven planning and organizational skills

Ability to manage multiple projects and deadlines with competing and changing priorities.
Effective interpersonal skills and ability to build collaborative working relationships.
Advanced skill level using Excel and Adobe Pro; intermediate Word skill level.
Specialized software such as i-Address, Atrex NeoMas and Teklynx is preferred.
Excellent working knowledge of software, hardware, and web maintenance tools.

Nature and Scope

Contacts: Internally, communicates with faculty, staff, and students to resolve problems, clarify
information, and answer questions on financial matters and the services Central Stores offers.
Externally, this position has contacts with colleagues at other universities and with multiple vendors
and customers. Will also handle confidential information.

Level of Responsibility: The incumbent is responsible for applying specialized knowledge and
understanding of financial policies and procedures. The position is responsible for processing,
monitoring, and reporting on financial activity within the department. This position is responsible for
inventory management, and the Central Stores web pages. Signing authority of items up to
$50,000.00

Decision-Making Authority: Specialized work with minimal supervision. Investigates issues,
provides information and explains to those involved and makes adjustments/corrections as
necessary. Use judgement and knowledge of the university’s accounting policies and procedures
to take appropriate action to address issues/concerns. Responsible for the execution and
operations of financial policies, procedures and practices. Consults with Director for complex and
non-routine issues.

Physical and Sensory Demands: High level of attention to detail and assessment of accuracy of
data with constant interruptions, changing priorities, while meeting required deadlines.

Working Environment: Position is office based, long hours at a computer with some time spent in the
mailroom and warehouse. Will be required to occasionally lift to 50lbs and work extended hours.




