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budget cycle and develop annual Center operating budgets  
• Tracks performance against plan, prepares periodic variance analyses.  
• Coordinating with Center Directors and center staff, provides analytical support to the 
CFO for development of Center fundraising expectations, target funding mixes and multi-
year Center budgets.   
• Works with key center staff and /or  Executive Directors or relevant faculty to 
participate in Boalt’s quarterly SAS 115 ledger review process.   
• Responsible for running all applicable BAIRS reports and meeting with Center 
Directors to review results, identify items for corrective action and certify the ledger.   
 
Financial Management Information:  
• For each research center, responsible for preparing and maintaining the following 
essential management information systems and products: annual budget spreadsheet 
detailing expense items, revenue sources, balances and spending allocation strategies; 
funding pipeline spreadsheet categorizing funding prospects into “near certain”, “likely” 
or “speculative”; list of Center chartstrings.  
• Develops and maintains a comprehensive tracking spreadsheet for all Berkeley Law 
contract and grant end dates.  
 
Other Analytical Responsibilities:  
• Develops ad hoc financial and resource analyses and reports related to support Berkeley 
Law’s overall financial management and strategic planning.   
• CFO requests for financial and/or resource analysis may include: budgetary analysis, 
financial analysis, forecasts, projections, staff or faculty FTE analysis, recharge analysis, 
contract and grants analysis, endowment and gift income analysis or analysis of potential 
new research programs. 
 
Required Qualifications 
• Bachelor's degree in related area and/or equivalent experience/training.  
• Has thorough knowledge of accounting principles, finance policies, practices and 
systems.  
• Requires the ability to independently gather, organize fiscal data, summarize 
information and present it in a logical format; ability to perform moderately complex 
financial analysis assignments and customized reporting.  
• Requires ability to convey information in a clear and concise manner both in writing 
and verbally.  
• Must be proficient in use of Microsoft Office and common desktop/web applications.  
• Problem Solving – requires independent judgment and the ability to identify, research 
and resolve problems and follow through on assignments; requires good math skills, 
attention to detail and the ability to work with a high degree of accuracy.   
• Communication & Customer Service - requires the ability to present information in a 
clear and concise manner both in writing and verbally; requires good interpersonal skills 
to work effectively with diverse groups.  
• Data Management - Demonstrated competence in the use of spreadsheet software in 
financial analysis, fiscal management and financial reports.   
• Demonstrated competence using BAIRS or similar database systems, preferably 
working directly with underlying data, preparing pivot tables and exporting data to Excel 
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