Position Title: (Research Assistant) Finance Manager, Health Ecosphere Project
 
Reports to: Executive Director Health Ecosphere Project
Faculty/Department: Faculty of Health
Hours: 35 hours/ week

Salary: $84,000 per annum – to be confirmed
Term: February 1, 2017 to December 31, 2018 with possible extension for project wrap up
Job Purpose: 

Reporting to the Executive Director, the Finance Manager is responsible for the financial administration of the $15 million Health Ecosphere Project. Working closely with the project teams at York University and at partner organizations, the Finance Manager will ensure full compliance with the financial terms of the Contribution Agreement. 
Major Duties:

Systems and Processes: 10%
a. In collaboration with the Executive Director, assist in developing and finalizing the project plan, providing recommendations for resource allocation. 
b. Develop Financial Handbook for use by the partners

c. Develop internal procedures and templates for use in the financial administration of the project

d. Design and implement claim processes, templates and schedules for activities led by project partners
Financial Administration and Reporting: 60%
e. Develop detailed budgets to meet identified project deliverables

f. Oversee all aspects of the project’s financial administration and ensure budget is utilized in accordance with University policies and funder guidelines. 

g. Monitor the project budget and direct the work of the project staff to:
· minimize institutional risk through careful determination of the eligibility of both expenses and project contributions;
· design and implement financial tracking and approval mechanisms 
· maintain accurate records and supporting documentation for expenditures and cash/in-kind contributions,
· monitor variances in relation to the fiscal year budgets
· reconcile the claims to the Peoplesoft accounts 
h. Ensure all narrative and financial reporting requirements are met. Work collaboratively with Research Accounting, project staff and project partners on financial reports. Prepare other special reports as required. 
i. Provide financial reports and interpret financial information to the Health Ecosphere Board while recommending further courses of action.

j. Facilitate audit activities and/or site visits.
k. Maintain the financial health of the Health Ecosphere project.
Liaison: 30%
l. Liaise closely with project partners to support timely transactions and ensure compliance with funder practices and processes. 
m. Solicit input from project team to draft reports.  

n. Act as the primary finance liaison with the project funder to build and maintain a positive working relationship 

o. Liaise with internal and external partners to facilitate project activities, financial transactions and reporting. Ensure timely and effective communication among project team members and other stakeholders
Educational Requirements:
University graduate degree in Business and/or professional accounting designation. 
Experience Requirements:
Minimum of five to seven years related, progressive experience.  Demonstrated expertise in the management of major research or innovation projects. Experience managing staff. Experience working in post-secondary environments strongly preferred.
Skills:
a. Exceptional project management skills
b. Excellent financial administration skills and a demonstrated capacity to manage large project budgets and maintain accountability
c. Strong planning, coordination and organizational skills

d. Superior communication skills and effective presentation skills

e. Excellent writing skills and ability to prepare reports, including financial reports, for various audiences

f. Knowledge of University policies and procedures, and governance structures, as well as research project processes
g. Initiative and high level of self-directedness
h. Strong problem-solving skills

i. Tact and diplomacy in interactions with internal and external contacts; teambuilding skills
j. Experience with major financial software systems

k. Proficiency with MS Office (Word, Excel, Powerpoint) and email software programs 
