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Our company is growing rapidly and is looking to fill the role of health sciences.
Please review the list of responsibilities and qualifications. While this is our ideal
list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for health sciences

e Maintain the budget for SPHHS Graduate Teaching Assistantships (TA) and
Health Fees along with collecting, processing for accuracy to ensure the
information is within the policies and procedures of the Dean, Graduate
Employment Office and University

e Entering data into the Access database of all items processed

¢ Retrieving data

» Organizing reappointment, promotion and tenure files for review by the
personnel committee, Dean and Provost's office

e Reviewing faculty and search documentation

e Providing support for the Time and Labor Management, including weekly
data entry, running the time and labor report to check for errors, making
corrections as necessary

e Calculating and tracking faculty buyouts against the multiple grant funding
situations

e Maintain the Database of information for the personnel and financial records

e Filing and retrieval of confidential personnel documentation including the
maintenance of existing files and the setup of new files

e Processing Family Medical Leave Act (FMLA) requests and paperwork,
including the employer's response form and follow up on timekeeping and
physician verification/eligibility to return to work

Qualifications for health sciences



Demonstrated ability to lead cross-functional teams and achieve success
through influence rather than direct authority

Some travel will be required across Europe to the U.S. A., and occasionally
APAC

Minimum of five years of experience selling enterprise class software
solutions

Proven track record of exceeding quota targets in software sales

Ability to successfully manage multiple large Health Plan accounts



