Job Description

WATERLOO

Job Title: Financial Officer

Department: Chemistry

Reports To: Administrative Officer

Jobs Reporting: Laboratory Supply and Solvent Specialist, Chemistry Store Sales and
Inventory Coordinator

Salary Grade: UsG 9

Effective Date: July 2024

Primary Purpose

The Financial Officer is responsible for the day-to-day administration of financial matters and for the
provision of financial reports and analyses that support the effective and efficient management of
departmental finances. This includes all operating, research, trust and endowment accounts. The
Financial Officer provides accurate and up-to-date financial information and advice in support of the
department’s strategic planning and resource allocation decisions and is responsible for the financial
processes within the department.

Key Accountabilities

Financial Management and Analysis

Responsible for financial management, analysis and reporting for the department’s operating, trust,
endowment, and research funds;

Provide financial insight and reports for distribution and discussion in Executive Committee and
Department meetings;

Liaise with OR Project Accountants and RFAs, Administrative Officers and Financial Officers in
other departments regarding joint funding sources (Waterloo Institute of Nanotechnology, Institute
Quantum Computing, Transformative Quantum Technologies, etc.);

Review expenditures to ensure accuracy, compliance and eligibility with university, and funding
agency policies;

Review departmental personal expense and Faculty Professional Expense (FPER) reimbursements
claims, purchasing card claims;

Process payroll expenses related to operating, trust, endowment, and research accounts, which
include, but is not limited to casual staff, co-op students, salary change forms, and graduate
research scholarship payments;

Oversee departmental purchasing/shipping and order tracking made by faculty, adjuncts, staff, and
students using department funds for operational, teaching and research purposes. Establish and
oversee operational practices to ensure that all purchases have been received in good order and
returned to the appropriate vendors when required.

Manage the financial elements of departmental relationships with both internal and external
Institutes, Research Groups, and Core Facilities. Oversee and/or execute resulting financial
transactions as required including, but not limited to, invoicing the Institutes, Research Groups and
Core Facilities.

Responsible for processing and tracking departmental internal charge outs, external invoicing and
eCommerce;
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Improve existing and develop internal control procedures to support departmental adherence to
relevant University and funding agency policy requirements and maintenance of a strong internal
control environment in consultation with the Director, Faculty Financial Operations;

Develop and maintain procedures to support sound financial monitoring of income and expenses on
all accounts under the Department’s responsibility;

Prepare and submit yearly Canada Research Chair reports;

Reconcile monthly financial results and initiate correcting journal entries, as required;

Manage and support departmental participation in any financial audits.

Strategic Planning and Budgeting

Coordinate and organize research operating (core facilities including but not limited to, NMR, Mass
Spec, X-ray) call for proposals during the annual operating budget preparation;

Prepare research operating budget submission in consultation with the Chair and the Administrative
Officer;

Prepare reports and analyses in support of the annual operating budget submission, as directed by
the Administrative Officer and Chair;

Provide ad hoc analysis and reporting as required by the Administrative Officer and Chair in support
of department planning and management activity;

Conduct short- and long-term financial planning to project and ensure fiscal sustainability;

Identify financial opportunities and consequences (risk analysis) of long-term plans and proposals to
facilitate effective strategic decision-making;

Report monthly to the Administrative Officer on the financial status of all operating and research
budgets identifying potential issues and suggesting resolutions.

Operational Management Support

Assist with the identification, development, and implementation of financial projects to improve
service quality, operational efficiency, stakeholder satisfaction, and timeliness;

Provide financial leadership and mentorship to administrative, teaching and research support staff,
students, faculty, adjunct faculty members and external collaborators;

Identify and promote the sharing of financial and administrative best practices internally and with
external department stakeholders;

Train faculty, adjuncts, staff, research personnel and students on financial and budgetary
procedures, ensuring that transactions and reporting adhere to UW policies and are executed
efficiently;

Develop and maintain financial and relevant administrative procedure documentation;

Gather, update, and maintain financial and administrative data and prepare useful management
reports to support decision making and efficient transaction processing;

Build connections and maintain productive, collaborative relationships between the faculty, staff and
students, Dean of Science Office, Waterloo Institute Nanotechnology, Institute Quantum Computing,
Transformative Quantum Technologies, Engineering (Chemical and Electrical Computer
Engineering for Nano Program), Finance, Office of Research, and other Central Support units
across campus on matters related to financial administration.

Faculty Statistics and Research Reporting

Liaise with faculty researchers on financial matters relating to research and operating accounts;
Provide advice and consultation to all faculty members on the operation and control of individual
grants and contracts, consistent with university policies, procedures and research sponsor
requirements;

Conduct monthly monitoring of research accounts and identify to the Pl and departmental
management potential issues including, but not limited to accounts in deficit and Interim Research
Account exposure;
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¢ Work in conjunction with the Pl, Research Finance, and departmental management to facilitate
deficit resolutions and closure of projects;

e Provide support to faculty members applying for external funding opportunities and matching grants.
Support is provided in conjunction with the Office of Research.

¢ Liaise with the Office of Research on matters related to research grant transaction processing and
reporting; attend training as required to keep abreast of new developments in funding agency
policies and compliance.

Chemstores Financial Controls and Staff Management

¢ Manage day-to-day operations of Chemstores;

e Manage the recruitment, on-boarding ,supervision and training, and conducts performance
evaluations for 2 permanent staff and 1 co-op (hired each term);

e Provide back-up to the Chemstores functions including store front counter sales, solvent dispensing,
and liquid nitrogen dewar fills;

¢ Review, prepare and upload the Chemstores monthly bills to the Finance SharePoint site for billing;

¢ Communicate with faculty across campus to resolve any outstanding Chemstores monthly charges
against their respective work orders. All accounts need to be settled by fiscal year end.

¢ Oversee and manage Chemstores product inventory process annually and perform inventory
adjustments as necessary;

¢ Manage the addition/removal of customers and work orders in ER Portal (procurement database
used in Chemstores);

e Oversee that Chemstores follows University Health & Safety policies and procedures including that
Chemstores staff complete monthly safety inspections and any infractions are resolved in a timely
manner.

*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, assess and correct health and safety hazards, as required.

Required Qualifications

Education

e University degree in business, accounting, or related discipline; equivalent combination of education
and experience.

e Canadian accounting designation (CPA) considered an asset

Experience

¢ A minimum of 3+ years progressive experience in financial management, financial reporting, internal
control, financial analysis, budgeting, forecasting with a proven track record of implementing
financial business practices and systems in a dynamic working environment.

e Proven experience in financial reporting, internal controls, financial analysis, budgeting, forecasting,
and accounting.

e Prior experience working in a post-secondary educational institution is considered an asset.

Knowledge/Skills/Abilities

e Excellent judgement of the relevance and confidentiality of financial data.

Strong organizational, analytical, and problem-solving skills.

Excellent interpersonal and communication skills.

Demonstrated ability to work independently and in a team environment.

Ability to manage multiple priorities and demands with a high level of initiative; accuracy and detail.
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e Strong computer skills; MS Word, Outlook, Excel [Expert]; Unit 4, Concur, SharePoint.
o Knowledge of university policies, regulations and practices related to finance is an asset.

Nature and Scope

e Contacts: This position is required to communicate and interact with all individuals within the
department, and to be able to tailor the communication relating to financial information to the needs
and understanding of the audience. This position will also interact with professional and administrative
staff from other units on campus, primarily but not limited to the Dean of Science Office, Waterloo
Institute of Nanotechnology, Institute Quantum Computing, Transformative Quantum Technologies,
Chemical Engineering, Electrical and Computer Engineering, Finance, Office of Research, Human
Resources. External financial relationships related to academic and research work. Exposure to
auditors through the Office of Research as required.

o Level of Responsibility: Influence, leadership, functional direction; this position is responsible for
monitoring, interpreting, and reporting on the financial activity. Additionally, the position is responsible
for monitoring and ensuring that financial processes are being followed in accordance with generally
accepted accounting principles, and University policies and guidelines. This position supervises 2 full-
time permanent staff and 1 co-op student each term.

o Decision-Making Authority: Exercises judgement in providing information to senior management for
day-to-day management, budget allocation and strategic planning purposes. Further judgement is
exercised in identifying and implementing financial process improvements. Solves complex problems
dealing with financial activity with faculty. This position is granted signing authorization on
departmental operating, trust and endowment funds in the absence of the Administrative Officer.

o Physical and Sensory Demands: Minimal physical demands; operating within an office environment,
sitting for long periods of time, concentration and attention to detail in a very busy environment with
constant interruptions.

e Working Environment: : Minimal exposure to disagreeable physical conditions. Exposed to stress
and pressure associated with a financial position with deadline constraints.




