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Division Operations Coordination Unit

DEPUTY TO THE EVP
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Division Operations Coordination Unit

OLD MODEL

Each individual department maintains FTE for the following functions:

Personnel (hiring, performance reviews, incentive awards, HR&B interface)
Meeting and event planning (scheduling, facility and food planning)
Correspondence (tracking, logging, approvals)

Regents coordination (item tracking, follow-up)

Facilities coordination (space, equipment)

Payroll (timesheets, verification, entry)
Fiscal support (budgeting, forecasting, analysis)

Business processing (travel & entertainment, purchasing, recharge processing)



Division Operations Coordination Unit

NEW MODEL

Each division shares FTE for the following functions:

Personnel (hiring, performance reviews, incentive awards, HR&B interface)

Meeting and event planning (scheduling, facility and food planning)

Correspondence (tracking, logging, approvals)

Regents coordination (item tracking, follow-up)

Facilities coordination (space, equipment)
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Division Operations Coordination Unit

GENERAL POSITION RESPONSIBILITIES

* Personnel Manager - Recruitments, job descriptions, reclassifications,
performance reviews, salary program management

For Business Ops only: Incentive awards; general
unit oversight

* Senior Coordinator - Facilities coordination; fiscal analysis and Budget
Office interface; contracts coordination; BRC interface

For Business Ops only: Correspondence tracking, logging,
approvals; Regents coordination

* General Coordinator - Support and backup for Manager and
Senior Coordinator; meeting and event coordination and support.





