
Business/Admin Services Coordinator


Suggested Developmental Plan
	General Category
	Specific Function
	Recommended Courses

[Indicates that if needed]

	Liaison for financial and HR policy and procedure
	Serves as liaison for departmental admin support personnel on financial and HR policy and procedures
	CT200, CT201, [CT210,] CT250, CT300, CT301, OA100, OA110, OA200, MG180, MG280,  OM100, OM120, OM130, OM150, [OM180, OM200],  OM260, OM280, OM300, OM320, OM340, OM460

	Coordinator for daily business operations
	Coordinates daily business operations such as financial transactions, budget change orders, payroll and travel vouchers
	CT200, CT201, [CT210,] CT250,  OM100, OM120, OM130, OM150

	Advisor for business and financial operations
	Advises students, employees, and faculty on business and financial policies and procedures relative to  operational issues
	CT200, CT201, [CT210,] CT250,  OM100, OM120, OM130, OM150, OM240, OM300, OM380, OM400

	Contributor to unit’s total budget 
	Assists in developing and balancing the unit’s total budget based on financial info gathered from subordinate departments
	CT200, CT201, [CT210,] CT250,  OM100, OM120, OM130, OM150,

	Coordinator for Human Resource processes
	Coordinates human resource processes such as recruitment and completing and reviewing personnel action forms
	OA100, OA110, OA200, MG180, MG280, OM260, OM280, OM300, OM320, OM340

	Preparer/coordinator for business and financial reporting
	Prepares or coordinates preparation of business and financial reports
	HR295, HR420

PC930, 931, 932


	Maintenance and purchase of equipment
	Responsible for coordinating the purchase and/or maintenance of equipment inventories
	CT500, OM150 & 220


Course Code Explanation

Code




Title
CT200

Intro to Banner Admin: The Internet Native Banner Financial System

CT201

Introduction to Self-Service Banner Financial System
CT210 
Intro to Research Accounting Banner Financial System
CT250

Reading Budget Balances in Banner

CT300

The Banner Human Resource System:  Personnel & Payroll

CT500 
Procurement and Payment Services Banner Boost_________________
HR295

Writing in Organizations

HR410

Basic Language and Writing Skills


HR420

Drafting, Editing, and Revising

HR560

Interpersonal Communication Skills

HR600

Communicating with Difficult People

HR910

Making Oral Presentations

HR920

Effective Listening__________________________________________ 
LG100-LG280
The Legal Foundations of Supervising University Employees

LO101

Lean Office________________________________________________                              

MG120
Professional Ethics

MG180
How to Interview

MG280
The Search Committee Process

MG510
Meeting Skills

MR200

Media Relations for Academic Professionals______________________

OA100

University Student Employment Services

OA110

The Student Employee Supervisors’ Workshop

OA200

How to Hire a Foreign National_________________________________

OM100
General Funds Management, Financial Reporting, and Budget Operations

OM120
Payroll and Benefits

OM130
Student Financial Services

OM150
Procurement and Payment Services

OM180
Contracts and Grants - Accounting

OM200
Contracts and Grants – Administration

OM220
Property Control

OM240
Student Development and Support

0M260

Human Resources - Employment

OM280
Human Resources - Compensation

OM300
Human Resources - Employee Relations

OM320
Human Resources - Performance Development

OM340
Human Resources - Leave

OM380
Facilities Management

OM400
Telecommunications

OM460
University Information and Procedures_________________________

PC905, 906, 907
Introduction to Word, Word Intermediate, and Word Advance

PC920, 921, 922
Introduction to Access, Access Intermediate, and Access Advanced

PC930, 931, 932
Introduction to Excel, Excel Intermediate, Excel Advanced

PC965

Groupwise 7: Calendar, Scheduling and Advanced Features________

TW100

Building and Sustaining a Service Culture

TW200

Effective Telephone Communication Skills
� These are Excel introduction, intermediate, and advanced; take the course or courses that are necessary.





