L5L)

JOB DESCRIPTION TEMPLATE

POSITION DATA

E osition Number: 123456 Title Description: Business Manager E
N107 Title Level: E
Professional Approved Working Title: E
Full-Time College/Unit: Office of Finance & Administrative Services @
40 Department Name: Office of Human Resource Management E

100% Department Code: 12345 @

(Classified Only)

No

Exempt Training Series: Select One @

Faculty Status: Not Applicable E
(if applicable)

ORGANIZATIONAL STRUCTURE
654321 Vice Chancellor of HRM @

E' eports to Position:

] . 231456 Administrative Specialist A @
upervise Position(s):

2 Students

1 Graduate Assistant

SUMMARY INFORMATION

. . XX, XXX
aIary Range: KX HRXKXXHKKK, XXX Proposed Salary: @

E ligible for Shift Pay: No \g‘ble for On-Call: No \%ble for Premium Pay: No

ob Summary: Overview of position and its purpose.

This position is a supervisory, unclassified position in the Office of Human Resource Management at LSU. The Business Manager
oversees the daily operations/personnel assigned to section, as well as, manages the daily business operations and administrative
services of the department.



agradn1
Sticky Note
Insert position number.

agradn1
Sticky Note
Insert position title code. Ex. N245 

agradn1
Sticky Note
Select whether the position is Professional, Classified, Faculty or Other Academic.

agradn1
Sticky Note
Select if position will be full-time or part-time. 

agradn1
Sticky Note
Insert the standard work hours per week.


agradn1
Sticky Note
Indicate percent effort of position. Ex. 50%, 75%, 100%, etc. 

agradn1
Sticky Note
Indicate FLSA status:
Exempt - employees in this position are not entitled to overtime pay.
Non-Exempt - employees in this position are entitled to over-time pay.


agradn1
Sticky Note
Refer to PS-18: Essential Employee: are designated employees in support and service divisions of the University that are required to report to or remain at work in order to maintain essential operations of the University, whether the University has otherwise suspended operations or not. The following Departments and divisions will remain in operation and employees required to be at work during times of emergency closure or reduced operations: Occupational & Environmental Safety, LSU Police, Facility Services, University Dining, LSU Union, Residential Life, and Student Health Center. 


agradn1
Sticky Note
Indicate if position will have supervisory duties. This does include students and graduate assistants.

agradn1
Sticky Note
Insert position title description. This should correspond with the title code. 


agradn1
Sticky Note
Indicate position title level, i.e. if Research Associate 1 - 5, indicate level in this section. 


agradn1
Sticky Note
Indicate approved working title. Working titles may be used to further define or identify the work being performed, i.e. Child Development Specialist (Lead Teacher).


agradn1
Sticky Note
Indicate college or unit, i.e. College of Engineering, Office of the Vice Chancellor. 


agradn1
Sticky Note
Indicate department name, i.e Chemical Engineering, Athletics, etc. 


agradn1
Sticky Note
Indicate department code, not account code. 


agradn1
Sticky Note
For Classified employees only: Training series, also known as, career progression group is a pre-defined list of titles, typically within a job series, i.e. Custodian 1 or 2, Accountant 1 or 2. 


agradn1
Sticky Note
Refer to PS-36T for Tenure, PS-36NT for Non-Tenure, and PM-23 for a Definition of Ranks. 


agradn1
Sticky Note
Indicate the position number that this position will directly report to.


agradn1
Sticky Note
Indicate the position number of the employee's this position will supervise. If position supervises students and graduate assistants you will not insert a position number. In the blank beside you may indicate the number of students and graduate assistants supervised.  

agradn1
Sticky Note
Indicate the title of the position this position will directly report to. Do not include the employees name. 

agradn1
Sticky Note
Insert the title of the positions this position will directly supervise. If position supervises students or graduate assistants, include number of students and/or graduate assistants on respective lines.  Ex. 2 Students
	             3 Graduate Assistants 			

agradn1
Sticky Note
If salary range is known for position please include, if not leave blank. (If this position is one of the Common Professional Staff Titles found on the HRM Website you may include the salary range.)  

agradn1
Sticky Note
For HRM use only. 

agradn1
Sticky Note
Refer to Classified Civil Service Pay Policy. Shift Pay - may be considered when the job involves working regular evening and/or late night hours and weekends although shift pay is not required. 


agradn1
Sticky Note
Refer to Classified Civil Service Pay Policy: 
On Call Pay - on call may be utilized when the worker is available for call back to his/her duty station, expected to remain work ready, and when worker is available for call back to his/her duty station within a specified    period of time.



agradn1
Sticky Note
Refer to Classified Civil Service Pay Policy:
Premium Pay is used for hazardous duty or highly usual working conditions or requirements. Ex. Mobile Equipment Operators, Police Officers.  

agradn1
Sticky Note
Provide a brief summary/overview of the mission of the job. Provide enough information to identify major functions and activities of the position. 
Ex. Provides secretarial support, including preparation of correspondence and reports, to both the director and staff to assist in the efficient and effective completion of departmental work assignments and projects.



Q Job Responsibilities % of time spent

[ Supervises and manages the daily business operations and administrative services of the @ 50%
1 department including, but not limited to: budget, financial, travel, accounts payable, procurement,

" | human resource management, property management, risk management, space inventory, security

access.

Manages the administrative office to ensure efficiency, timeliness and accuracy. Supervises 6 15%
2 classified employees, as well as, indirectly supervises 6-8 student workers. Responsible for
" | performance evaluations, recommends pay increases, interviews and selects employees.

Provides technical assistance to various personnel related to updated policies and procedures on 15%
3. | campus. Assists in the implementation of new services/programs offered by the department.

Serves as liaison with University's bank; coordinates with bank personnel to implement new 10%
4 services and procedures and to resolve problems and trouble shoot.

Provides support to Associate Vice Chancellor and Directors of the department. Handles 10%
5 confidential data and information with discretion and protects confidentiality. Performs other duties
" | as assigned and assists with special projects and events assigned by the Associate Vice

Chancellor.
6.
7.
8.
Qf providing teaching instruction, select all that apply: Undergraduate Non-Credit

Graduate

Qqucation/Experience (Minimum Qualifications)

. Years of Experience - . " .
Education Level . P . Specific Degree Required @ Additional Details
Experience Substitutable
Bachelor's degree 5 years N 5 years professional experience in
0 office management and supervision.

Office of Human Resource Management


agradn1
Sticky Note
Identify each primary/essential duty of the position. 

agradn1
Sticky Note
Include the % of time this position will spend performing each duty.  
Ex. 
20% = 1 day per week or 2.5 months per year
10% = 1/2 day per week or 1 month per year
5% = 2 hours per week or 1 week per year


agradn1
Sticky Note
If teaching responsibility indicate if position will be teaching undergraduate, graduate, non-credit, or all that apply. 

agradn1
Sticky Note
Indicate the minimum qualifications for the position. This includes the education level, years of experience, experience substitute if appropriate, and specific degree required (Bachelor's in Accounting, Business Management, etc.).



agradn1
Sticky Note
Include any additional details. If there is an experience substitute please include the years of experience that will be substituted for in this section. 


(DOrreferred Qualifications

Education Level

Years of
Experience

Additional Details

Experience using standard accounting principles, proven verbal and written communication
skills.

Q pecial or Physical Qualifications (if applicable)

Physical ability and eye-hand coordination necessary to use computer, calculator, copier, scanner, telephone and other office
equipment; ability to sit in the same position for extended periods (3.5 to 4 hours) at a time using continuous hand motions. Maybe
required to work additional hours during fiscal year end or to meet project deadlines.

Job Competencies

Q ompetencies Proficiency Q
1. | Communication o Proficient
2. |Budgeting Practices Proficient
3. | Accounting Principles Proficient
4. | Applicant Evaluation Proficient
5. | Computer Application Knowledge Advanced
6. |Problem Solving Proficient
7. | Attention to detail Advanced
8. | Supervisory Skills Advanced
9. Select One
10. Select One

@ertifications/ Licenses:

Requirements

Description

Office of Human Resource Management



agradn1
Sticky Note
Indicate any preferred qualifications for the position. This can include preferring a Master's degree in a particular subject area or additional subject area experience. 


agradn1
Sticky Note
Indicate special or physical requirements of the position, i.e. ability to lift 10 pounds, sitting or standing for long periods or time,  working additional hours to meet project deadlines. 


agradn1
Sticky Note
Refer to the list of competencies provided on the HRM website. This should be the skills needed of the position to effectively perform the duties listed in the job responsibility section.  Please limit the number of competencies to only the essential competencies needed. 


agradn1
Sticky Note
Rate the proficiency level required of each competency.  

agradn1
Sticky Note
List any certifications required for the position. Ex. CPA, RN, Plumber's License, etc.   


EEO Statement: The LSU System is an equal opportunity/equal access employer.

American’s with Disabilities: The LSU System is in compliance with the Americans with Disabilities Act (ADA).

1/1/2012
Job Description Date Created: @

6/14/2013

Job Description Date Revised:

*The intent of this job description is to provide a representative summary of the types of responsibilities that will be required of
positions given this title and shall not be construed as a declaration of the specific responsibilities of any particular position.
Employees may be requested to perform job-related tasks other than those specifically presented in this description.

Employee Signature: @

Date:

*Employee shall retain a copy of this position description for his/her records.

Office of Human Resource Management



agradn1
Sticky Note
Please indicate date job description was created and last updated. 

agradn1
Sticky Note
when attaching the job description to an appointment form, please have employee sign and date to acknowledge receipt of their duties/responsibilities. If attaching to PFAV, PCNP, etc. employee signature will be left blank. 
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