
Executive Director
Veterans Health Research Institute of Central New York, Inc. (VHRI)
800 Irving Avenue 
Syracuse, NY  13210
Status:
Full-Time or Part-Time, Exempt
Reports To:
VHRI Board of Directors
Position Summary:
Under the direction of the Board of Directors, the Executive Director provides overall management and operation of the Veterans Health Research Institute of Central New York, Inc.  This includes direction and administration of financial programs and services provided by the organization to ensure the protection of the organization’s financial assets while ensuring compliance with board directives and applicable grantor, federal and state requirements.  
This is a supervisory position with oversight over VRHI administrative positions and Clinical Trials Center administrative staff.
Essential Duties and Responsibilities:
I. Financial
a. Oversee all accounting functions to ensure compliance within the context of OMB Circulars A-110 and A-122 and the National Institutes of Health (NIH) Expanded Authorities for NIH awards and other sponsoring agency requirements. 
b. Monitor, manage and evaluate the fiscal performance of VHRI to assure revenues and expenditures are properly accounted for in preparation of the annual fiscal audit and the tri-ennial Not for Profit Program Office audit
c. Develop annual operating budget for VHRI and monitor the receipts and expenditures
d. Prepare monthly financial statements to be presented to the Board of Directors that reports on year-to-date performance as compared to budget and the prior year

e. Perform and/or oversee all AP/AR functions including purchasing, A/P, collections, receiving, invoicing and billing

f. Maintain fixed asset inventory
g. Prepare and negotiate all budgets for clinical trial studies and Federal grants; prepare quarterly reports for all Investigators
h. Handle the annual report to Congress as mandated by VHA Handbook 1200.17. Submit the Facility and Human Protection Program (FHPP) report to the Office of Research and Development (ORD).

i. Conduct negotiations with Department of Human Health and Services (DHHS) regarding indirect overhead rate.
j. Maintain VHRI’s registrations to all relevant business and federal contracting agencies.
k. Maintain compliance with DHHS Payment Management System reporting requirements and appropriately request funds from the DHHS Smartlink Payment Request system.

l. Analyze and evaluate vendor services, to determine programs and providers that best meet the needs of VHRI and make recommendations to the Board, as appropriate, including negotiate services, terms and premiums and execute contracts with benefit plan providers, supply and service vendors, auditors and consultants 

II. Human Resources

a. Hire, train, supervise, evaluate (for potential promotion or discipline) and terminate employees.
b. Work with Principal Investigators (PIs) in developing position descriptions and setting compensation within the framework of proposed federal, state, and private granting, funding and contracting institutions rules and regulations

c. Develop and implement personnel policies and practices and maintain Employee Handbook
d. Provide overall control of and direction for personnel, including active participation in or approval of personnel actions

e. Maintain all personnel files, including all training records

f. Maintain payroll system and direct the bi-weekly payroll processing
III. Grants and Contracts Management
a. Negotiate research agreement (including CRADAs) terms that reflect the needs of the VHRI, the Investigator and the Medical Center
b. Coordinates with legal advisors to finalize agreement terms

c. Monitors progress of agreements and maintains agreement documentation to ensure fulfillment of agreement terms including receipt and expenditure of funds.
IV. Clinical Trial Center

a. Oversee all aspects of the Clinical Trial Center, including supervising all staff

b. Manage the financial aspects of clinical trials to ensure accuracy and timeliness of service provider and site payments

c. Create and manage clinical trial budgets and staffing/resourcing plans

d. Work with outside sources to locate new study opportunities and distribute to proper Investigators interested in doing research

e. Train Principal Investigators on VHRI policies
f. Maintain the Investigator Handbook

g. Establish and maintain a work environment that fosters learning, respect, open communication, collaboration, integration and teamwork

V. Planning
a. In conjunction with the Board of Directors, develop, implement, assess and communicate strategic plans, including short-, medium-, and long-range goals for the organization, to ensure that the needs of the medical center and VHRI are being met.
b. Interacts and networks with personnel of other organizations including, but not limited to, the Syracuse VA Medical Center; Finger Lakes Health Care System; Upstate Medical University; Syracuse University; the National Association of Veterans Research and Education Foundations; other VA-affiliated nonprofits; and research sponsors
VI. Administration
a. Ensures Board of Directors operates with all needed information and within accepted policies/procedures and makes all necessary presentation of decision options for the Board.  Prepares agendas and minutes for all Board meetings
b. Organize the administrative functions of the organization, delegate duties, establish formal means of accountability on part of subordinates

c. Ensure that a solid system of policies and procedures exist to guide the day-to-day operations of VHRI, ensure that appropriate decision-making procedures exist in the organization

d. Ensure implementation of the policies adopted by the Board
e. Represent the VHRI at meetings of various organizations such as the Syracuse VA Medical Center; Finger Lakes Health Care System; SUNY Upstate Medical University and other local academic institutions; National Association of Veterans Research and Education Foundations; other VA-affiliated nonprofits and research sponsors in regard to matters affecting VHRI
f. Work effectively with others in both the VHRI and VA R&D organizations and take effective lead in resolving problems that face both organizations and their employees

General Requirements
I. Guidelines

Incumbent needs to understand the technical aspects of managing a nonprofit organization and the regulations for managing federal funds.
II. Complexity

The duties of this position require sound judgment and planning and initiative to work independently toward general results.  A wide variety of duties require the general knowledge of departmental policies and procedures that guides the exercise of judgment and decision making within the specifications of standard practice.   
III. Scope and Effect

Decisions are made within the framework of a variety of complex procedures, broad precedents, related practices and general methods of the field.  Decisions require a high level of judgment and/or modification of a standard course of action to address the issue at hand.  Inappropriate decisions, recommendations or errors would normally affect critical programs, or attainment of short-term goals for the organization, or a critical impact on profit or loss or on the integrity of the Corporation.

IV. Personal Contacts

The employee will have contacts with internal and external contacts to carry out organization goals.  Improper handling will have considerable effect on operating results.  Must often deal with persons of substantially higher rank on matters requiring persuasion and obtaining approval.
V. Other Conditions

a. Physical Demands - The employee will be sitting, standing, and walking to carry out required duties. No strenuous physical demands will be made.
b. Work Environment – The employee will carry out his/her duties in the offices of VHRI located in the Syracuse VA Medical Center.
c. Customer Service - This individual must meet the needs of customers while supporting VA and VHRI missions, consistently communicate and treat customers (Veterans, their representatives, visitors, and all VA staff) in a courteous, tactful, and respectful manner, provide the customer with consistent information according to established policies and procedures, and handle conflict and problems in dealing with the customer constructively and appropriately.
d. ADP Security - This individual must: protects printed and electronic files containing sensitive data in accordance with the provisions of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy, and VHA policy, protect the data from unauthorized release or from loss, alteration, or unauthorized deletion, and follow applicable regulations and instructions regarding access to computerized files, release of access codes, etc., as set out in the computer access agreement that the employee signs.
e. Perform other duties within the express or implicit terms of his or her duties hereafter that may be necessary for the best interests of VHRI.
Qualifications and Requirements:
· Education:  Bachelor’s degree or equivalent in business preferred

· Experience:  A proven track record in the field of financial administration and/or contracts and grants administration.  Non-profit experience preferred.
· Specific skills or knowledge:

a. Ability to communicate effectively, both orally and in writing, with members of the Board, peers and subordinates 

b. Ability to effectively function in stressful situations

c. Ability to keep information confidential

d. Skill in project management and the promotion of teamwork
e. Ability to supervise employees at various levels within the organization and to promote staff development
f. In-depth knowledge of the Department of Veterans Affairs and legislative system
g. Ability to set priorities, analyze and resolve problems, make decisions in a timely fashion

h. Ability to mediate and negotiate effectively
Compensation:
· Salary Range $85,000 - $125,000, commensurate with experience
· VHRI offers a full benefits package including medical, dental, vision, life insurance, disability and 401k

Contact:
· Interested parties should submit their CVs to:

· Richard.Servatius@va.gov and Lori.Gould@va.gov
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