ASD Functional Job Descriptions

Resource Analyst 

Function Responsibilities
Responsibilities for Resource Types/areas: Responsible to analyze and/or manage up to the following four major resource types/areas needed to meet programmatic or project obligations and Division overhead budgets:  (1) Costs & Funds Resources:  life cycle budget formulation and budget execution including funds management, major procurement acquisition plans, and the like; (2) Labor resources:  labor mix and labor allocation planning in support of key deliverables; (3) Physical Resources:  tangible/physical resources such as equipment and/or fabrications, space, property; (4) Time Resources:  time phased and Sponsor-driven requirements.  Assures the efficient planning and performance measurement of life-cycle or workscope plans to assure key scientific deliverables, milestones and objectives are efficiently and effectively achieved.

Areas of Responsibilities.  Resource Analysis -- responsible for financial management activities for scientific programs, and/or construction projects, and/or organizational units.   Sponsored Projects -- responsible for supporting Divisions in the budget and administration work needed for solicitation, pre-award and post-award activities related to contracts, grants, CRADAs, gifts, integrated Contractor Orders and other external funding mechanisms.   Project Management -- develop and maintain project plans, reporting, and control of integrated project activities and finances, within the organizational framework of work breakdown structures.   These three areas of responsibility must adhere to RPM Financial Business Policies, section 1.25 Financial Business, and may include supervising and developing financial and administrative staffs.

Range of Responsibilities

Resource Analysis:  range of duties may include: compile and review spend plans for organizational units using actual performance, historical trends, historical spend plans or forecasts, or other data sources; track financial progress against the spend plan and recommend corrective actions as appropriate; prepare comparative evaluation of actual costs against plan and available funding, and determine rationale for variance analysis; produce regular and special purpose management reports and analyses; and formulate overhead rates and forecast recovery.  Sponsored Projects:  range of duties may include:  prepare spend plans for and manage complex portfolios of grants from different sponsors, each of which has its own terms and conditions, manage individual grants with multiple performance periods and grant specific terms, conditions, contractual obligations and restrictions.  Contract terms and conditions, interprets management of funds for compliance, allow-ability and allocability.   Project Management: range of duties may include:  prepare spend plan requests, resource plans and cost estimates; manage scope, cost and schedule change control; assist with contingency, risk and procurement management; prepare routine finance management reports; prepare specialized cost performance reports such as earned value; and oversee closeout processes.  

Supervisors are responsible for career development of all staff.  Managers are also responsible for succession planning of Division resource management staff.

Resource Analyst Job Family Leveling Criteria

	Criteria
	Resource Analyst 

(A10.1)
	Resource Analyst 

(A10.2)
	Senior Resource Analyst 

(A10.3)
	Principal Resource Analyst (A10.4)
	 Resource Manager 

(A10.5)



	Experience/

Education
	0-2 years

BA/BS preferred or related experience
	2-4 years

BA/BS preferred business, fin, acct. or related experience
	4-9+ years

BA/BS preferred business, fin, acct., or related experience
	10+ years

MBA/MS preferred in business or business related discipline, or related experience
	 10+ years 

MBA preferred in business or business related 

discipline, or related experience 



	Supervision/

Independence
	General supervision, reports regularly to supervisor on status of assignments

Work reviewed for accuracy and overall adequacy and accuracy

Follows specific outlined and detailed procedures and is expected to make recommendations on project and/or assignments

May be a lead to non-exempt staff
	General supervision, reports frequently to supervisor on status of assignments or responsibilities

Non-standard work reviewed for accuracy and overall adequacy

Expected to apply initiative and judgment in resolving non-routine resource management issues or technical problems

May be a lead to non-exempt staff
	Limited direction on work and supervision

Work reviewed for accomplishment of program objectives

Expected to apply initiative and judgment in resolving moderately complex problems to complex resource management or technical issues 

May supervise exempt/non-exempt staff
	Broad consultative direction

May supervise exempt/non-exempt staff

Typically manages entire resource management function for a Division

Partner with scientific managers toward predetermined long range strategies and objectives


	Broad consultative direction

Typically supervises many exempt and/or

non-exempt resource analysis support staff.  

Typically manages entire resource mgmt 

function for multiple Divisions, or large and 

complex Division with multiple departments

Partner with scientific managers toward 

predetermined long range strategies and 

objectives


Resource Analyst Job Family Leveling Criteria

	Criteria
	Resource Analyst 

(A10.1)
	Resource Analyst 

(A10.2)
	Senior Resource Analyst 

(A10.3)
	Principal Resource Analyst (A10.4)
	 Resource Manager 

(A10.5)



	Work Scope
	Predominately act as coordinator of basic resource or analytic responsibilities within a framework of established procedures and following standard practice, and that have resource management impact.

General knowledge and experience in handling delegated tasks in one or several resource areas

Defined financial tasks and procedures

May be transition and/or training position
	Predominately act as specialist or coordinator of moderately complex assignments or responsibilities where judgment and initiative are expected when confronted with routine and unusual problems within standard policies and established procedures

General and applied knowledge and experience in handling routine assignments in one or several resource areas

Routine and some non-routine assignments of limited scope

Scope of work frequently has impact on Division or Department management of resources
	Predominately act as specialist or coordinator of increasingly complex assignments or responsibilities where judgment and initiative are expected when confronted with unusual problems within policies and established procedures

Intermediate and applied knowledge and experience in coordinating resource management assignments and/or responsibilities in several resource areas

Some complex duties of moderate diversity

Works with some complex policies/ procedures that may not be standard or established

Develops approaches to non-routine assignments

May lead or supervise represented staff and an exempt level RA I or II.
	Predominately acts as manager of Division

Resources where judgment and initiative are expected when confronted with difficult problems.   Leads Division Resource Management.

Advanced and leading edge applied knowledge and experience in managing complex resources for a Division.

Complex and widely diverse duties that are primarily focused on Division objectives.

Priorities have multiple dimensions, require broad solutions, & may have division or large department impact

Priorities have multiple dimensions, require innovative solution & and may have institution- wide impact

May supervise exempt resource analysts and represented staff.  Responsible for career development of staff.
	Predominately acts as manager of Division

Resources where judgment and initiative are 

expected when confronted with difficult problems.   

Leads Division Resource Management.

Advanced and leading-edge applied knowledge

And experience in managing complex resources

for multiple Divisions, or large Division with

multiple Departments

Complex and widely diverse duties, including leading 

strategic and process improvement initiatives for 

Division and Lab-wide objectives

Priorities have multiple dimensions, require broad 

solutions, & may have division or large department 

impact

Priorities have multiple dimensions, require innovative 

solution & and may have institution- wide impact

Typically supervise exempt resource analyst staff.  

Responsible for career development and 

succession planning of all resource management 

staff.

	Decision Making
	Decisions on routine matters are reviewed

Develops solutions to a variety of problems of basic/standard scope

Formulates basic recommendations

Exercises routine decisions on matters related to area of expertise within Division or Department resource management.


	Decisions on non-routine matters are reviewed

Develops solutions to a variety of problems of typically basic/standard scope. 

Formulates recommendations on matters of increasing scope and complexity.  

Regularly exercises increased discretion and independent judgment on matters related to area of expertise within Division or Department resource management.


	Makes decisions regarding typically standard and occasionally complex issues within institutional policies

Recommends improvements to local processes and procedures.

Typically makes final decisions and/or executes on matters affecting a Department(s). 
	Makes decisions of advanced complexity that have Division impact and may have broader institutional impact
Formulates & develops new processes and procedures with Division-wide or Lab-wide impact.  Contributes to institutional initiatives.

Typically makes final decisions and/or executes on matters affecting a Division.

Typically represents the Division on all financial matters within the Lab and sometimes externally.
	Makes decisions of advanced complexity that have 

Division impact and typically has a broader

Institutional impact 

Formulates & develops new processes and procedures 

with Division-wide or Lab-wide impact.  Contributes to 

Institutional initiatives

Typically makes final decisions and/or executes

on matters affecting large or complex Division(s)  

Typically represents Division on all financial matters

Within the Lab and externally




Resource Analyst Job Family Leveling Criteria

	Criteria
	Resource Analyst

(A10.1)
	Resource Analyst 

(A10.2)
	Senior Resource Analyst 
(A10.3)
	Principal Resource Analyst (A10.4)
	 Resource Manager 

(A10.5)



	Knowledge, Skills, Abilities
	Basic and entry-level knowledge of basic accounting and budget principles

Familiar with spreadsheets and Lab data analysis tools

Prepares routine reports and analysis

Understand basic algebraic concepts


	General to specialized knowledge of budget and accounting principles

Familiar with spreadsheets and Lab data analysis tools

Prepares routine and sometimes non-routine reports & analyses

Understands/applies basic algebraic and statistical concepts

Applies standard business principles, theories, concepts & techniques
	Advanced and applied knowledge of business, budget, and accounting principles

Advanced skills with spreadsheets and report generation application (i.e. nVision)

Prepares non-standard analysis

Occasionally translate management objectives into resource allocation plans for group, department, major project

Understands and applies Lab policies and procedures.  

For sponsored project resource management, knowledge of multiple sponsor terms, interprets contract terms and conditions, Demonstrated ability to interpret complex sponsor requirements.
	Extensive and broad technical & professional knowledge of complex accounting and budgeting principles

Advanced skills with spreadsheets & report generation applications (nVision)

Frequently provides counsel to senior Division management on matters of strategic significance.  

Routinely translate management objectives into resource allocation plans for Division

Broad knowledge of “color of money” rules, Fed. Budget processes, org procedures, project management

Interpret and communicate complex budget and sponsored research project issues to non-financial staff

Current and comprehensive understanding of Division Mission

Knowledge of UC/COE Management Contract and Institutional missions


	Same as level 4 and the following:  

Leadership, management and supervisory skills, 

as well as strong problem solving, interpersonal 

and communication within a Division or multiple

Departments within a Division(s)

Can provide counsel to Sr. Laboratory managers



	Typical Interaction`
	Typically PI, Dept/group/unit staff, Resource Analyst
	Typically PI’s, Dept/group/unit staff, other resource analysts & FSD staff
	In addition to typical RA2 interactions, contact may include senior budget & administrative managers, & division/department supervisors
	PI’s, Division Director and Department heads, FSD, DOE, other labs, & outside funding agencies.  May represent Division to external agencies.
	PI’s, Division Director and Department heads, FSD, 

DOE, other labs, & outside funding agencies.  

May represent Division to external agencies.


