Job Description

WATERLOO

Job Title: Associate Director, Faculty Financial Operations
Department: Dean of Mathematics

Reports To: Director, Faculty Financial Operations

Jobs Reporting: Faculty Financial Analyst

Salary Grade: USG 12

Effective Date: February 2024

Primary Purpose

Reporting to the Director, Faculty Financial Operations (DFO), the Associate Director proactively
contributes and provides close support for the purpose of maintaining financial leadership by way of
advice, assess, develop, implement, and oversee processes and controls that are critical to ensure that
the Faculty of Mathematics sustains a prudent financial position to support its activities. The Associate
Director is responsible for managing and leading the development, implementation and continuous
improvement of the mathematics budget model, ancillary models, related databases, analyses, and
reporting.

Key Accountabilities

1.

Financial strategy and long-term planning activities including, but are not limited to the
following:

Preparing multi-year projections of the faculty’s financial position, identifying any concerns and
consequences of long-term plans and proposals.

Providing financial decision support and strategic advice to faculty leadership, unit heads, and
unit administrative managers/officers, and unit financial officers.

Coordinating and directing the setup of financial structures to ensure activity is properly
managed through its duration.

Identifying financial consequences in changes to enrolment patterns.

Analyzing the impact of government and university funding decisions on the faculty’s budget.
Preparing financial documentation for unit and program heads to support decision-making (e.qg.
budget allocations, teaching resource summaries).

Financial planning, management and internal control including, but not limited to the
following:

Planning and coordinating the development of the faculty’s annual operating budget.

Preparing the annual budget of the faculty, working with each department, and setting up new
org units and work orders as required.

Preparing an overall picture of the financial status of the faculty’s operating, research, trust, and
endowment funds; identifying potential problems and proposing solutions.

Preparing presentations including content to outline processes and reporting tools to understand
financial data to staff and faculty in departments.

Accountability as signing authority on assigned financial accounts within the faculty.

Planning and administering the allocation of special funds as appropriate, e.g., graduate funding,
Indirect Costs.

Conducting periodic audit of program budgets and research accounts.
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Overseeing the operating budget and expenses including monitoring of scholarships awarded by
the faculty.

Monitoring and forecasting the income of the faculty’s endowments to support decision-making;
providing counsel on the annual expenditure of investment income, particularly where
agreements are complex.

Providing guidance to advancement personnel on the creation and status of relevant accounts
and stewardship reports (scholarships, Chair agreements etc.).

Meeting regularly with the administrative staff in each unit to train and support effective financial
planning, management, and internal control and to encourage the sharing of best practices
throughout the faculty.

Mentoring and leading collaborative and productive working relationships with administrative
staff across the faculty.

Pursue continuous improvement of financial processes and procedures.

3. Management and internal control of research funds including, but not limited to, the
following:

Monitoring and internal control of research grants (in both operating and research funds)
throughout the faculty.

Ensuring that sufficient financial training and support is provided to researchers and
administrative staff to allow them to manage their research accounts.

Liaising with the Associate Deans on provision of Faculty-wide research support.

Identify internal and external reporting requirements of researchers; develop and deliver reports
that meet their needs.

Ensuring research expenses comply with university policies and procedures as well as those
imposed externally by granting agencies.

Liaising with other units where interdisciplinary or institutional activity are being performed.

4. Management and collaboration at the university level:

Providing guidance, training and insight into university financial policies and procedure.
Participating in and providing financial expertise to task forces as required.

Participating in external university audits that may be required.

Developing productive working relationships with staff and faculty across the university and with
academic support units.

Collaborating with Finance to ensure accounting policies and procedures are adequately
documented and communicated within the faculty.

Collaborating with IAP to ensure income funding models are clear and fairly administered.
Collaborating with the Office of Research to ensure faculty reporting needs are met and
processes are clearly communicated and documented.

Collaborating with other service departments to ensure procedures are clearly communicated
and understood within the faculty and that any issues are addressed satisfactorily.

5. Staff leadership, training, and development activities

Providing leadership to departmental staff to ensure compliance and best practices.
Reviewing financial procedures in the faculty to ensure strong internal controls and efficient,
effective financial accountability.

Training, coaching, and developing faculty administrative staff on financial, reporting, and
budgetary matters.

Documenting processes within the faculty to ensure compliance and clarity.

*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
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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 A bachelor’'s degree is required; a master’s degree in business, accounting, finance, statistics, or a
related field is a definite asset.

e Canadian CPA designation is required.

Experience

e Minimum five years of related experience in data analytics, management reporting, financial
planning, and analysis.

e Experience in an academic environment strongly preferred.

e Supervisory/management experience is an asset.

Knowledge/Skills/Abilities

o Demonstrated ability to organize, work well under pressure and execute a wide variety of tasks
simultaneously and manage conflicting priorities within required timelines.

Ability to manage multiple concurrent projects with firm deadlines that compete for resources.
Working knowledge of a variety of reporting and data visualization tools.

Advanced Excel skills required; Working knowledge of databases and query languages is an asset.
Ability to handle sensitive information with utmost confidentiality.

Ability to build excellent working relationships with key individuals both inside and outside of the
faculty.

Nature and Scope

o Contacts: Significant internal faculty contacts include the Dean of Mathematics, the Executive Officer,
Associate Deans and Departmental/Unit Heads. Within the University of Waterloo, significant
interactions may be required with the Finance, Office of Research, IST, GSPA, and Human
Resources. External contacts may include auditors, external funding sources, contractors, and
suppliers.

o Level of Responsibility: This position is responsible for monitoring, interpreting, and reporting on
financial activity within the Faculty of Mathematics. In conjunction with the above activity, this position
helps assess whether generally accepted accounting principles, and university policies and guidelines
are being followed.

e Decision-Making Authority: This position exercises judgement in identifying improvements to
financial processes and procedure in the Faculty of Mathematics and leads in the implementation of
improved processes and internal controls.

e Physical and Sensory Demands: Minimal physical demands; operating within an office environment.

e Working Environment: Minimal exposure to disagreeable physical conditions. The office is a busy
team-oriented environment.




