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Overview of Administrative Responsibilities



As someone with administrative or supervisory responsibilities, you have a stewardship responsibility to support and enhance the mission of UTSA, to ensure that the University fulfills its legal and financial obligations to internal and external stakeholders, to safeguard the University's financial, human, information and physical assets, and to create an atmosphere that encourages all members of the University community to contribute to the overall excellence of the University. 
Overview of Administrative Responsibilities



The Management Responsibilities Guide outlines your fundamental responsibilities inherent in functioning as a steward of University resources. It is intended to introduce these responsibilities to account administrators/ managers who are new to the University or their roles, and to guide longer-term account administrators/ managers.
View UTSA’s Organizational Chart

Delegation/Accountability



The President has delegated administrative oversight responsibilities
to the Executive Officers 

· Provost and Vice President for Academic Affairs 

· Vice President for Student Affairs 

· Vice President for Research 

· Vice President for University Advancement 

· Vice President for Community Services 

· Vice President for Business Affairs 

Delegation/Accountability



· Vice Presidents delegate specific administrative and financial responsibility for the operation of their respective areas to the Deans of each college, the Associate and Assistant Vice Presidents, and Department Chairs and Directors 

 

· The Department Chairs and Directors may delegate some responsibilities with prior approval, but may not delegate accountability 
Responsibilities



· Deans and Associate or Assistant Deans ensure effective administration of academic programs and support services for the colleges 

 

· Associate/Assistant Vice Presidents ensure effective administration of programs, support services, and operations across the campus 

Responsibilities




Vice Presidents, Deans, Department Chairs and Directors: 

· Ensure that the University effectively manages academic programs and administrative operations in compliance with applicable laws and regulations

· Ensure programs and systems effectively support and maintain the sound financial condition of the University

· Ensure that policies and practices are administered in a consistent, fair and rational manner 

Responsibilities



University offices offering services that include expertise and assistance with interpreting policy and legal requirements, providing formal and informal training and monitoring compliance activities are: 

· Provost/Academic Affairs 

· Business Affairs 

· University Advancement 

· Legal Affairs 

· Auditing and Consulting Services 

· Human Resources 

· Institutional Compliance & Risk Services 

· Office of Equal Opportunity Services
General Management Responsibilities



 

· Comply with all applicable laws, rules and regulations, UT System and UTSA policies and procedures, and  terms and conditions of gifts, contracts and grants 

· Maintain sound financial condition of the department and implement good business practices 

Internal Controls



Establish an effective system of internal controls: 

· A control is any action taken by management to enhance the likelihood that the organization’s objectives and goals will be achieved 

· Establish a control-conscious environment 

· Understand and assess the risk(s) to the department 

· Establish control activities to address risk(s) 

· Ensure information and communication flows throughout the organization 

· Conduct monitoring activities such as reviewing reconciliation of accounts and supporting documentation
 

Code of Ethics



 

· Coordinate and monitor departmental policies and procedures to ensure that UTSA policies and procedures and UT System Regents’ Rules and Regulations regarding potential conflict of interest are followed 

· Ensure that faculty and staff employees are aware of disclosure and disqualification requirements for ethical or conflict of interest issues 

 

Standards of Conduct



 

· Establish a culture that promotes the highest standards of honesty and integrity 

· Encourage employees to share their concerns of suspected non-compliance without fear of retribution 

	Contacts

	Office of Institutional Compliance & Risk Services 
James R Weaver, Director       
	ext. 4992 

	 
	 

	Office of Legal Affairs
Elizabeth Mitchell, Chief Legal Officer
	ext. 4105

	 
	 


Fiscal Management



 

· Establish budget priorities consistent with mission, objectives and available resources 

· Establish and maintain a system of internal controls to provide assurance that all institutional resources are properly used and safeguarded against waste, loss and misuse 

· Manage department accounts, oversee routine accounting and auditing practices, and ensure expenditures are appropriate 

Fiscal Management



 

· Reconcile departmental income and expenditures to the University’s records, DEFINE/Statement of Accounts 

· Recommend/manage faculty and staff salary budgets consistent with university guidelines 

Fiscal Management Resources



	Budget Office

	Janet Parker, Associate Vice President, Financial Affairs
	ext. 4230 

	Candie Sagehorn, Senior Director, Budget Planning and Development
	ext. 4230 

	Cindy Orth, Director DEFINE Administration
	ext. 4230 

	 
	 

	Budget Training
      -Introduction to DEFINE (DE 650)
      -Local Funds Voucher (DE 658)
      -DEFINE BDL Part I - Documents for New Users (DE 670)
      -DEFINE BDL Part II - Budget Preparation (DE 669)
      -DEFINE BDL Part III – Hands-on Budget Preparation (DE 677)
      -End of Year Workshop (DE 663) 
	 

	 
	 

	Accounting
	 

	Ana Longoria, Director Office of Accounting
	ext. 4212

	Accounting Training 
-Understanding The Statement of Accounts (AM 506) 
	 


Fiscal Management Resources



	Disbursements

	Deby Bailey, Interim Disbursements Manager 
	ext. 5915

	 
	 

	Payroll Management Services
	 

	Cindy Orth, Interim Director 
	ext. 4282

	Payroll Training 
Payroll: Employee and Non-Employee Payments (AM 530)
	 

	 
	 

	Travel 
	 

	Deby Bailey, Travel Manager 
	ext. 4831 

	Travel Training 
Electronic Travel Process(DE665) 
	 

	 
	 


Fiscal Management Resources - Purchasing 



 

· Ensure that all procurement is accomplished in accordance with all applicable federal, state, UT System and University laws, rules and regulations 

· Ensure that each procurement for goods or services provides the “best value” to the University 

Historically Underutilized Business Program 



 

· Encourage and effectively promote the utilization of Historically Underutilized Businesses (HUBs) in the procurement of goods and services 

	Contact 

	HUB Program

	Yolanda Miller, Director of Purchasing & Distribrution Services 
	ext. 4975 


 

Purchasing Assistance



	Purchasing & Distribution Services 
	 

	Yolanda Miller, Director of Purchasing and Distribution Services 
	ext. 4060 

	 
	 

	HUB Program 
	 

	Vacant, Assist HUB Coordinator/ Procard Compliance Officer 
	ext. 4068 

	 
	 

	Procurement Card
	 

	 
	 

	Anne Jackson, Procard Specialist
	ext. 4059 

	 
	 

	Materials Management Training 

•Purchasing Rules/Regulations (AM525) 

•POINTPLUS – PBO/PB4 (DE666)
	


Contracts



 

· Ensure that all University and purchasing requirements are met and that all “best value” practices and procedures are utilized prior to initiating the contract process 

· Ensure that all service contracts or vendor agreements are forwarded through the appropriate administrative channels for final review and approved by the Office of the Vice President for Business Affairs

· Ensure that the contractor complies with the terms and conditions of the agreement

· Ensure that all services have been received to specifications prior to authorizing payment

· Ensure that all revenue generated pursuant to the terms of the business contract is paid to the University 

Contracts



 

	Associate Vice President for Administration 
	 

	Pamela Bacon 
	ext. 4201

	 
	 

	Grants and Contracts 
	 

	Carol Hollingsworth, Director Grants and Contracts 
	ext. 4229

	Robert Dickens, Contract Manager
	ext. 4060 

	
	

	Purchasing & Distribution Services 
	 

	Yolanda Miller, Director of Purchasing & Distribution Services 
	ext. 4975 

	 
	 

	Business Operations
	 

	Powell Trotti, Director Business Operations 

(space, property leases)
	27l6


Capital Assets Management 



 

· Establish and maintain a system of internal controls to provide assurance that all University equipment is properly used and safeguarded against waste, loss and misuse 

· Ensure that an annual inventory of all university equipment including items purchased from grant funds is performed on a timely basis 

· Establish procedures that ensure applicable university procedures are followed in the acquisition of capital assets, gifts, 

Capital Assets Management



 

	Business Manager
	 

	Gary Lott, Business Manager 
	ext. 4221 

	 
	 

	Inventory
	 

	Cassandra Porter, Inventory Manager
	ext. 4844 

	 
	 

	University Police
	 

	David Hernandez, Chief of Police 
	ext. 4249 

	 
	 

	Training 
	 

	• Inventory Palm Scanner Usage (DE675)
	


Soliciting Gifts from Private Donors



 

· Ensure that any proposed programs and initiatives support institutional priorities and are approved by the appropriate academic officer

· Ensure that the list of targeted donors for a solicitation is approved by the Development Office in advance of the request being made

· Ensure that all solicitations (verbal or written) to a private donor are reviewed and approved by the Development Office in advance

Managing Gifts from Private Donors



 

· Ensure that all gifts received are properly forwarded within a 24-hour period to the Development Office with original and supporting documentation 

· Ensure that a private donor receives an acknowledgement letter thanking him/her for his/her gift to the University 

· Ensure that gift funds are expended in accordance with donor’s intentions and as outlined in the solicitation 

· Ensure that accurate reports, including expenditure summaries, are submitted to the Development Office at least once a year throughout the funding period of the gift 

	Contact 

	Development Office 

	Janice Odom, 
Interim Vice President for University Advancement    
	ext. 4228


Human Resources



 

· Foster a departmental environment that supports professional growth and development through training programs and mentoring and engages employees in high performance 

· Establish goals and objectives for both the department and employees, maintain performance standards and hold employees accountable for results through the completion of annual performance evaluations 

Human Resources



 

· Follow policies, legal and ethical guidelines, including non-discrimination and sexual harassment and take affirmative action initiatives to “maintain a strong commitment to ensure gender and cultural diversity in the composition of our faculty and staff” 

· Appropriately address complaints and grievances and seek guidance through the Office of Institutional Diversity, Legal Affairs, Human Resources or Employee Relations when assistance is required 

· Understand compliance requirements and follow guidelines 

Human Resources



	Human Resources
	 

	Barbara Baran-Centeno, Associate Vice President 
	ext. 4250 

	 
	 

	Office of the Provost and Vice President for Academic Affairs 
	 

	David Johnson, Executive Vice Provost
	ext. 4110 

	 
	 

	Office of Legal Affairs
	 

	Elizabeth Mitchell, Chief Legal Officer
	ext. 4105 

	 
	 

	Office of Equal Opportunity Services
	 

	Elizabeth Mitchell
	ext. 4105 


Equal Opportunity Services


 

· Endorse and support UTSA’s commitment to provide equal employment and educational opportunities for all qualified persons without regard to race, color, national origin, religion, sex, age, veteran status, disability or sexual orientation 

· Seek best-qualified person to fill each available position 

 

	Contact 
	 

	Office of Equal Opportunity Services  
	 

	Lenard Flaum, Sr. Equal Opportunity Services Investigator
	ext. 4120 


Environmental Health and Safety



 

· Ensure that appropriate programs are in place to promote and provide a safe and healthy work environment

· Control or eliminate occupational and other hazards 

· Ensure that employees are adequately trained in safety policies and protocols 

· Report injuries or occupational illnesses to the Environmental Health, Safety & Risk Management office within 24 hours of notice 

Environmental Health and Safety



	 Department of Environmental Health, 
Safety & Risk Management
	 

	Brian Moroney, Director 
	ext. 5250 

	 
	 

	University Police 
	 

	David Hernandez, Chief of Police 
	ext. 4249 

	 
	 

	Training 
•Asbestos Awareness/Indoor Air Quality at UTSA (SA 455) 

•Lab Safety/Hazard Communications (SA 443) 

•Laser Safety Training (SA 453) 

•UTSA Radiation Safety Training (SA 433)
	 

	 
	


University Police 



 

· Ensure that staff is knowledgeable of emergency procedures and services 

· Report crimes and emergencies to University Police as soon as possible

· Ensure that staff is knowledgeable of crime prevention practices and services 

· Report campus areas vulnerable to crimes to University Police Crime Prevention Office in a proactive manner

University Police



	 University Police
	 

	David Hernandez, Chief of Police 
	ext. 4249 

	 
	 

	Daniel Pena, Assistant Chief of Police 
	ext. 4245 

	 
	 

	Geoffrey Merritt, Crime Prevention Officer 
	877-4006 

	 
	 

	Dispatcher 
	ext. 4242 

	 
	 

	Emergencies 
	911



Key and Card Access



 

· Ensure that staff is knowledgeable of procedures related to obtaining and controlling keys or the access ID cards for university facilities 

· Report lost keys or the access ID cards and non-compliance with key control policies 

	Access Control 
	 

	James S. Keienburg, Locksmith Leader 
	ext. 7148 

	 
	 

	UTSA Card Office 
	ext. 4639 


Emergency Preparedness



 

· Ensure that staff is aware of procedures to follow in the event of critical incidents including evacuations of buildings 

· Provide information to University staff regarding types of emergencies and appropriate response 

	Contacts 
	 

	Emergency Preparedness  
	 

	David Hernandez, Chief of Police 
	ext. 4249


Information Technology



· Ensure that staff have adequate information technology equipment, software and ongoing training

· Provide backup for critical departmental programs and data files 

· Ensure that information technology equipment is used only for official business 

· Establish and maintain records of information technology equipment and software and report any property loss to the property manager and University 

Information Security 



· Ensure that staff is aware of and follows UTSA Information Technology security policies and procedures, including use of individual IDs and regular changing of passwords 

· Contact Information Technology prior to connecting any new computer or server to the UTSA network 

· Retain and manage electronic records according to legal requirements 

	Contact 
	

	Information Technology  
	

	Annette Evans, Information Security Officer 
	ext. 5899


Information Technology 



	Contacts
	

	Help Desk
	ext. 5538

	 
	

	Information Technology 
	

	John McGowan
	ext. 4684

	Associate Vice Provost and Chief Information Officer
	

	 
	

	Technology Support Services
	

	Bryan Wilson , Director
	ext. 5886

	 
	

	Telephone Services 
	

	Rigo Garcia, Interim Director
	ext. 4200

	 
	

	Student Computing Services
	

	Galen Raether, Director
	ext. 4559


Academic Affairs



Academic department chairs have particular responsibilities regarding 

· Academic Programs 

· Fiscal Management 

· Grants and Contracts Administration 

· Personnel 

· Research Development 

· Intellectual Property 

Grants and Contracts Administration



Principal Investigators (PI) and Project Directors (PD) should:

· Adhere to University guidelines regarding the review, approval, and timely submission of proposals  and the conduct of the research 

· Manage externally funded projects in accordance with the requirements of the sponsoring agency as well as the policies and procedures established by UTSA 

· Ensure that expenditures under any contract or grant conform to the detailed budget

· Ensure compliance with financial reporting requirements 

	Contacts
	 

	Grants and Contracts Administration
	 

	Carol Hollingsworth, Director
	ext. 4234

	 
	 

	Office of Research Integrity & Compliance
	 

	Marianne Woods, Sr. Associate VP Research Administration
	ext. 6185 


Conclusion



Thank you for reviewing the UTSA Management Responsibilities Guide. We hope that you have found this information helpful. 

All managers/administrators are required to certify annually regarding adherence to the guidelines in the Management Responsibilities Guide. A Management Assessment Tool (MAT) has been developed to assist you with assessing your area and to provide you with additional information/resources in preparation for the certification. 

