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Classification Title: Business Coordinator II
 
FLSA Exemption Status: Exempt
 
Pay Grade: 9
  
Job Description Summary:  
The Business Coordinator II, under general supervision, provides support and coordination of a variety of business activities requiring independent judgment, including reviewing business documents and assisting in developing, monitoring, and reporting accounts and budget data.

Essential Duties/Tasks: 

30% Financial Administration and Account Management
· Reviews, approves, and provides backup for signing vouchers and requisitions.
· Reviews and audits reconciliations of multiple accounts.
· Processes, codes, and verifies receipts on all transactions in AggieBuy for assigned teams or units.
· Reviews and audits invoices for accuracy, tax removal, and other requirements prior to processing in AggieBuy.
· Prepares complex monthly and annual financial reports.
· Coordinates and manages the travel reconciliation process through Concur for assigned teams or units.
· Audits and provides initial approval on each Concur report to ensure compliance with rules and regulations.
· Investigates and resolves complex errors on transactions and recommends and coordinates corrective action.

20% Procurement and Vendor Management
· Coordinates and oversees purchasing activities to ensure compliance with university, state, NCAA, and SEC regulations.
· Assists in ensuring that vendor files are up-to-date by obtaining required forms.
· Implements and coordinates purchasing activities for department laboratories and staff.
· Coordinates inventory process and maintenance of business files.
· Assists with administration of contracts and grants and prepares budgets for review by principal investigators.
· Reviews and processes individual reimbursements to faculty, staff, visitors, and students for various out-of-pocket purchases.



10% Staff Training and Development
· Trains staff on new and existing business procedures and interprets policies and regulations for staff.
· Provides input and assists in developing policies, procedures, and guidelines for the department.
· Participates in the hiring and training of business staff and/or student workers.
· Cross-trains on travel and other reimbursements for backup purposes.
· Trains staff, faculty, and students on travel policies.

10% Compliance and Reporting
· Ensures compliance with University rules and regulations.
· Fulfills mandatory quarterly and annual reporting of accounts receivables.
· Ensures that all incoming revenue is logged, receipted, and deposited in a timely manner in accordance with system policy.

5% Financial Coordination and Problem Resolution
· Proposes solutions to routine financial problems.
· Proposes solutions for travel-related issues as they arise.
· Serves as a liaison with Financial Management Operations regarding travel-related issues.
· Responds to complex inquiries from vendors and business units or departments.

5% Records and Documentation Management
· Coordinates annual fiscal year closing activities and drafts new fiscal year plans.
· Coordinates and audits personnel files and reviews and approves leave requests.
· Coordinates and reviews all travel-related documents, ensuring accuracy and adherence to policy.
· Assists with the preparation and review of financial reports and summaries.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Qualifications:

Required Education: 
· Bachelor’s degree or equivalent combination of education and experience. 

Required Experience:
· Three years of related experience in general office, accounting, or personnel operations.

Required Licenses and Certifications: 
· None
Required Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.

Additional Information:

Machines and Equipment: 
· Computer
· Telephone

Physical Requirements: 
· None

Other Requirements and Factors: 
· This position is security sensitive
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements
 
Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board.  
☐ Yes 
☒ No 
 
Does this classification have the ability to work from an alternative work location? 
☐ Yes 
☒ No   
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