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	Job Title: 
	
	Mgmt 2, Admin & Operations, SRS



	Position Title: Manager, Finance and Administration

	Reports to: MIT Sea Grant Director
	% Effort or Wkly Hrs: 100% 

	Department: Mechanical Engineering
	Prepared by: Michael Triantafyllou and Anna Churchill

	Date: September 2019
	Pay grade: 8



Position Overview:
The MIT Sea Grant College Program (MIT SGCP) is a Federal-Institute partnership that brings the research and engineering core of MIT to bear on ocean-related challenges. Funded by the National Oceanic and Atmospheric Administration, the National Sea Grant College Program promotes the conservation and sustainable development of marine resources through research, education, and outreach. The Manager of Finance and Administration will manage MIT Sea Grant College Program’s (MIT SGCP) administrative, proposal submission, and reporting needs.

Principal Duties and Responsibilities (Essential Functions**):

1) Maintains strong working relationships with the National Sea Grant Office (NSGO) and other state and federal agencies; academic, science, and engineering organizations; MIT faculty, and administration.  Works with the National Sea Grant Office (NSGO) to stay up to date on procedures and guidelines and understand requirements, deadlines, and guidelines.  Works with NSGO to understand Site Review Process, requirements and deadlines.  Collaborates with Research Coordinator, Director and Assistant Director to organize and manage the Site Review Meeting.
2) Collaborate with Research Coordinator to coordinate and administer the annual and four-year reporting, and omnibus processes to the NSGO, including submitting through the PIER and eSeaGrant reporting systems.  Acts as liaison with NSGO on issues relating to human resources, finance, and reporting.
3) In conjunction with Director, manage human resources administration for the department including supporting the office in any job searches, annual performance reviews and other personnel issues or actions; process HR related transactions (new hires, promotions, terminations, changes of appointment, etc.); oversee appointment administration and related actions for staff and students, including temporary/seasonal staff and consultants; provide guidance on Human Resources and Staffing policies and procedures to the Director; collaborate with the Director and/or the compensation office staff, on establishing salaries and hiring ranges; review and approve weekly timesheets for hourly staff; certify, and review eDaccas and eSDS forms; track vacation balances and requests; and communicate and present critical human resource operation matters to the Director. 
4) Serve as liaison to the NSGO, outside sponsors, and institute central departments, such as HR, OSP, Controller’s Office and others.
5) In conjunction with the Financial Administrator, advise the Director on financial issues; develop budgets, financial projections/reports and oversee SGCP finance, including revenues, contracts, and expenses to ensure compliance with MIT financial and sponsor policies and consistency with the approved award budget;  develop, implement and manage financial forecasting and analytical tools to create financial-management strategies, and perform monthly and fiscal year-end closing processes; set up, manage, and maintain authorizations for SAP financial functions in the ROLES database; oversee travel accounts; and authorize and approve travel expenses.
6) Conduct ongoing financial projections and planning based on changing revenues, expenses, program needs, and historical performance. Administer, monitor, and evaluate all cost collectors (~30 accounts), ensuring accuracy of data; maintain accurate and complete financial records, following MIT guidelines, procedures, and records retention polices, including account reconciliation and credit card verification; and establish financial policies, procedures and process-improvements for the department.
7) Administer grant proposal process to completion, both pre- and post-award.
8) Review and negotiate acceptable contract arrangements that include unique terms and conditions applicable to particular procurements and/or MIT. Ensure the requirements and goals specified in contractual agreements and project proposals and spending plans are followed and updated by communicating with the Director and staff. With the Financial Administrator, ensure grant writing activities are performed in a strategic and timely manner. 
9) Process visitor appointments and manage visa process.  Collaborates with Assistant Director for Advisory Services in the management of fellowship and scholarship competitions. 
10)  In conjunction with the Director and IT Specialist, responsible for data and database management, including, but not limited to those relating to financial operations and impact/performance metrics of programs; develop various reports, e.g. NSGP PIER Reporting and Grant On-Line Reporting.
11) Manage the information technology-related issues in the office and coordination of support with IS&T and other providers of IT support.
12)  Serve as parking coordinator.
13)  Coordinate and develop agenda for SGCP monthly staff meetings
14)  Assist with Faculty and Advisory Council, oversee special events.
15)  Represent the Director to faculty, staff, students, institute officers, and outside organizations; act as a resource to faculty and staff.
16)  Perform other duties as assigned.

Supervision Received:
Supervision is provided by the MIT Sea Grant Director.  

Supervision Exercised:
Supervises an Administrative Assistant and the Electronic Media Specialist.  The Manager has indirect supervision of all other Sea Grant staff, with the exception of the Director and Assistant Director for Advisory Services.

Requirements  
Bachelor's degree in a related field; minimum 3 years of experience in administration;  experience with outreach and educational program development; superior interpersonal skills; experience supervising staff; proven track record of managing multiple projects; and exceptional communication skills, both written and spoken. Master’s degree preferred.  


For job posting (250 words):

Administration and Finance Manager, MIT Sea Grant, to manage MIT Sea Grant College Program’s administrative needs. Will manage proposal preparation, submission, management, and reporting needs; maintain strong working relationships with the National Sea Grant Office (NSGO) and other state and federal agencies, academic, science, and engineering organizations, and MIT faculty and administration; collaborate with Research Coordinator and Assistant Director to coordinate and administer the annual and four-year reporting, and omnibus processes to the NSGO, including submitting through the PIER and eSeaGrant reporting systems; work with NSGO to understand Site Review Process, requirements and deadlines; collaborate with Research Coordinator, Director, and Assistant Director to organize and manage the Site Review Meeting; collaborate with Research Coordinator and Assistant Director to coordinate and administer the annual and four-year reporting, and omnibus processes to the NSGO; manage human resources administration including recruiting, annual performance reviews, appointment administration, and serving as a resource to staff; process visitor appointments and manage visa process; responsible for data and database management; manage the information technology-related issues in the office and coordinate support with IS&T; oversee special events; and represent the Director to faculty, staff, students, institute officers, and outside organizations. 

Requirements:

Bachelor's degree in a related field; minimum 3 years of experience in administration;  experience with outreach and educational program development; superior interpersonal skills; experience supervising staff; proven track record of managing multiple projects; and exceptional communication skills, both written and spoken. Master’s degree preferred.  
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