
Business/Administrative Associate 

Gies College of Business Graduate Programs 

UA9768 

Duties and Responsibilities 

90% Financial 

1. Provide guidance and training to staff who prepare and process various University business 
documents, including payments to vendors and reimbursements of allowable expenditures 
incurred by faculty, staff, and students in the unit. Utilize in-depth knowledge to prepare and 
process complex, high-level transactions. 

2. Develop departmental policies and procedures for business travel, expense reimbursement, 
etc. Communicate Campus, College and Departmental policies and procedures to staff who 
are responsible for arranging invited guests in advance of travel to campus. Follow-up with 
administrative staff to collect and/or clarify required information and documentation. Serve as 
a liaison between administrative staff and various OBFS units, following up as needed to 
ensure payments are processed successfully and timely. 

3. Design and/or maintain spreadsheets of financial information develop and generate reports to 
provide accurate, timely and meaningful information necessary to the unit head and other 
stakeholders so they may make informed decisions. Work with Business lT Services to 
develop new or leverage existing programs and applications to track and distribute financial 
information to stakeholders efficiently, accurately and timely. Identify changes to make these 
processes more effective. 

4. Provide guidance and training to staff who perform purchasing functions for the Department 
utilizing various mechanisms (e.g. Banner requisition, P-Card, T-Card, iBuy, etc.); serve as a 
back-up for performing such functions, as needed. Process and/or direct other staff to 
process journal vouchers in Banner as appropriate. Perform the P-Card reconciler role for 
other P-card holders in the Department. Perform the approver role for other users in iBuy and 
TEM. 

5. Manage the monthly reconciliation of financial statements in accordance with University, 
College and Department policies and procedures. Provide guidance and direction to staff 
responsible for first-level reconciliation. Review monthly transactions, interpret 
discrepancies, communicate any issues or concerns to the unit head, and coordinate the 
resolution of issues expediently and appropriately. 

6. Work with University Accounting and Financial Reporting to submit and monitor requests for 
new fund/program codes, and closure of existing fund/program codes as needed. 

7. Monitor revenue and expenses in self-supporting funds, ensuring transactions are 
appropriate and in line with the fund's purpose. 

8. Prepare and submit annual Fact Sheets. 

9. Utilize in-depth knowledge to manage year-end closing/opening procedures. Prepare 
annual end-of-year fiscal report. Provide end-of-year fiscal reports and analysis for 
Assistant Dean, Dean’s Office, and other stakeholders as requested. 

10. Work closed with the Dean’s office on budgeting, reports, annual projections, and other 
projects as needed. 

11. Primary lead on Fixed asset management (biannual inventory) and Pinnacle Manager 
(phone systems) 

 

10%  Special projects as may be assigned by the Unit Head or Directors from time to time; other 
duties as assigned to ensure efficient and effective business operations. 

 


