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Job Description: Financial Officer
Last updated on April 30, 2006 by:

Brett Boghigian (brett.boghigian@tufts.edu)

Lab member who is currently the Financial Officer:

Janelle Lavoie (janelle.lavoie@tufts.edu)
Daily
· Keep track of needed supplies

· Order supplies

· File and organize invoices

· Check order status

· Keep track of FRAC (Faculty Research Awards Committee) grant orders

Monthly
· Organize lab monthly financial reports 

· Print off FS sheet and add it to the notebook

· Print off TD sheet and add it to the notebook

· Determine the main source of expense for the month and document on the yearly report page in the front of the notebook

· Determine the total cost of supplies for the month and document on the yearly report page in the front of the notebook

· Determine the cost of personnel for the month and document on the yearly report page in the front of the notebook

· Determine the total expenses for the month, check against total given in the report and document on the yearly report page in the notebook

· Take note of the remaining balance available

