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Summary Information

This information may be used for posting or advertising the position

Position Title: Department Manager
Department Overview:
Summarize the purpose and activities of the department

The principal activities of the Physics & Astronomy Department are research and education, at both the undergraduate and graduate level.  We strive both to contribute to the growing understanding of the physical universe, and to educate students in both the content of physics and its methods and principles.
Position Overview:

Summarize the position’s key responsibilities in a brief paragraph

The Department Manager is directly responsible for financial management, including external grants as well as internal funds; for maintaining and organizing departmental records and preparing reports as needed; for supervising support and technical staff; for maintaining the departmental website; for course scheduling and room allocation; and for generally working with the Chair, faculty, staff and students to ensure the efficient and professional management of departmental affairs in support of its educational and research missions. 
Position Qualifications:
	Basic Requirements:

Describe the education, experience, computer/technical skills required for the position.      **Candidates must meet basic requirements to be considered for this position**

1. Years of related experience required:  5
2. Required education: Bachelor's Degree
3. Special licenses required:  None
4. Required computer/technical skills:  Proficient in MS Word and Excel, facility in learning new applications as needed.
5. Other (Describe – i.e., lifting, domestic/foreign travel, foreign language):  Strong financial, budgeting, time management, and organizational skills; excellent verbal and written communication skills; ability to manage complex budgets; strong managerial and supervisory experience

	Preferred Qualifications:

Describe preferred qualifications including additional education, experience or other job related skills, supervisory experience, etc.

Managerial experience in academic research environment and familiarity with federal or foundation grants processes strongly preferred.  Quantitative skills.  Master’s degree is desirable.



Special Work Schedule Requirements (e.g. overtime, evenings, weekends, on call, rotating shifts, etc. Please note that the schedule of exempt employees may vary based on the needs of the department and it is not necessarily limited to a set number of hours.)

         
Detailed Description

I. Responsibilities:

Describe 4-6 responsibilities including a brief outline of supporting activities for each and indicate approximate percent of time spend on each responsibility area; total must = 100%
	Approx.

Percent:
	Responsibilities:

	      30 %
	Department and Grant Budgets:

Develop and monitor the department's budget. Track expenses. Review and approve requests in accordance with instructions from the Chair. Oversee reconciliation of monthly financial statements and purchasing transactions for department and Sponsored Accounts in conjunction with account PI. Plan capital equipment purchases in coordination with Chair. Review and complete quarterly effort reports. Assist PI's as requested in pre-award budget preparation. Manage dept. and individual PCard accounts.


	      10 %
	Department management and supervision of staff:

Oversee office and technical support staff. Initiate and monitor payroll for faculty, staff, and graduate students. Hire, train, discipline and review performance of staff.  


	      25 %
	Records, statistics, reports, and course schedules:

Write reports as requested by Chair. Schedule courses for academic year and summer session in coordination with Chair and faculty. Complete surveys and maintain records (faculty, students and staff). Assist Chair and individual PI's in documentation of productivity for grants and reports. Complete space allocation reports as requested.  Maintain records for faculty hiring, tenure and promotion.


	      15 %
	Facilities management:

Oversee building maintenance, repair, and space planning in coordination with Chair and faculty. Act as contact with Facilities and custodial services. Act as liaison between Tufts Construction office and contractors during renovations or repairs. Maintain service contracts. Maintain inventory of room assignments and keys and distribute as needed.


	      10 %
	Contacts with other university programs:

Serve as liaison to Sponsored Programs, Purchasing, Accounts Payable, Telecommunications, and Facilities.


	      10 %
	Outreach:

Keep department website current. Liaison to Public Relations office.



II. Decision Making:

1. Describe the types of decisions made by this position.  What impact do these decisions have on the department, school or university?  What decisions can this employee make independently?

Assignment of tasks to other office staff; graduate student teaching assignments; resolution of schedule conflicts for lecture halls and classrooms; approval of staff requests for time off; vacation scheduling.
2.  What are the effects of this position’s work on business operations?  (e.g. consider authority to make significant financial commitments, represent Tufts in resolving customer concerns, etc.)

Ensures effective and professional conduct of departmental functions, and good standing of department in relation to university administration, other academic departments and support units, external funding agencies, and students.  Manages budgets, data and reports in support of department's educational and research function.  Is responsive to needs of Chair, faculty, staff and students. 
	III. Competencies:

Tufts competencies describe the knowledge, skills and behaviors required to effectively perform a job in the university.  Describe what is required to be successful in this job.



	Expertise: Requisite skills for the position; sharing of expertise; support of others in learning and skill building; pride in work; commitment to professional development.

High level of organization and ability to handle multiple long-term and short-term projects simultaneously; financial/budgetary skills, and willingness to train others in use of accounting, payroll and other systems.  Eagerness to learn new skills and teach them to others. Strong problem-solving ability.  


	Interaction with Others:  Demonstrated communication skills; openness to different viewpoints; respect shown for others; collaboration on joint projects and decisions; ability to give and receive candid and helpful feedback.

Excellent interpersonal and personnel management skills.  Ability to work effectively and amicably with office staff, multiple faculty members, graduate and undergraduate students, and other offices within and outside the university. Ability to advocate dept's goals with other university groups.


	Continuous Improvement:  Measurable improvement made in systems or processes; system efficiency; innovation and creativity; commitment to generating new solutions and ideas.

Enhances research and teaching environment continuously by organizing repair and maintenance of equipment and infrastructure, resolving personnel and budgetary issues, and developing systems and tools to improve operations.


	Customer Focus:  Attention to and focus on customer satisfaction; effective and appropriate relationships with customers; successfully anticipate and meet the needs of both internal and external customers.
Maintains focus on research and educational missions of department and seeks to support faculty in pursuing those missions by managing budgetary, administrative, record-keeping and infrastructure tasks. 


	Resourcefulness and Results:  The ability to work effectively in a variety of situations; demonstrating good work habits, flexibility and initiative; using multiple resources to achieve desired results; seeking input and assessing risks when decision making; committing to getting things done.

Takes initiative to propose and implement new procedures or practices to maintain productive research and teaching environment; proactive in finding out needs of faculty and ways to support them.  Attentive to capabilities, workload and attitude of other staff and resourceful in managing them for maximum effect and satisfaction.


	Leadership:  Model desired behavior for position; act as catalyst for change through positive energy.  (For management positions refer to the Leadership Competency Model.)

Serves as model for professional management, including bringing new institutional practices to department; willingness to update skills through training seminars and disseminate new methods; strives to uphold diversity guidelines and enhance collegiality.  Respectful and supportive of faculty, fellow staff, and students.



IV. Physical and Mental Demands: 

The Americans with Disabilities Act requires employers to make reasonable accommodations for a person with a disability.  This information is needed to assist the university in meeting these regulations.

Please list physical demands: (i.e. lifting # of pounds, standing, walking, carrying, pushing, hearing, speaking, seeing, driving, etc.)

Standing, walking, reaching, climbing, writing,hearing,speaking, seeing, pushing, typing, computer use
Please describe physical environment: (i.e. exposure to noise, chemicals, carcinogens, heat/cold, fumes/gases, dirt, radiation, bio-hazardous material, human tissue/fluids, animal tissue/fluids, etc.)

noise, heat/cold
Please list mental demands: (i.e. detailed work, frequent deadlines, multiple concurrent tasks, reading, frequent interruptions, frequent contact with people, periods of concentrated attention, etc.)

reading, multiple concurrent tasks, frequent deadlines, frequent interruptions, frequent contact with people, periods of concentrated attention
Please list occupational exposures: (i.e. research/laboratory animals, wildlife, domestic animals, livestock/horses, etc.)


V. Supervision:  

If position has primary responsibility for hiring, managing performance, approving changes of status and initiating disciplinary actions, please list the job titles that report to this position.  Please do not include students or temporary employees.

Staff Assistants
Lab/Demo Manager
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