Academic Affairs Business Officer Academy Application Template 

You may use this editable template to compose your responses to the questions in the BOA application. Once you feel your application is ready for submission you may cut and paste responses from this document to the on-line application. You can find the Business Officer Academy Application at: http://academicaffairs.ucsd.edu/Modules/StaffHr/BOA/
Submit online application, current resume and obtain supervisor’s electronic approval by 
FRIDAY, JULY 30, 2010.   Only on-line applications will be accepted.
Name: ________________________ 


Length of service at your present job level: _____________

Supervisor’s Name: 
____________________________
Supervisor’s Extension: 
____________________________
Supervisor’s Email: 
____________________________
Help us understand your level of involvement in the following areas. Please check below if you have had sole responsibility, have assisted, have working knowledge, or have no familiarity in each of the following functional areas. 

	Human Resources

Recruitment, Benefits, Payroll, Job Classification, Compensation, Employee/ Labor Relations, Diversity, Training & Development, Staffing, Performance Review
	□  

Sole 

Responsibility 
	□ 

 Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:



	Financial/Budget

State Fund Budgets & Budgeting, Equipment Management, Purchasing, Self-Supporting Activities, Recharge Operations, Pre/Post-Award Administration, Gifts, Reimbursements
	□  

Sole 

Responsibility 
	□  

Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:



	Academic Personnel

Recruitment, Appointments, Academic Reviews,  Leaves, Employee / Labor Relations, Academic compensation, Visa Issues
	□  

Sole 

Responsibility 
	□ 

 Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:



	Students Affairs

Graduate/Undergraduate Advising, Curriculum/Course Scheduling, Graduate Admissions, Graduate Student Support, Outreach, Summer Session
	□  

Sole 

Responsibility 
	□  

Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:



	Information Technology

Computer Security, Database Management, 

Internet / Web Development, Campus Systems
	□  

Sole 

Responsibility 
	□ 

 Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:



	Facilities Management

Space, Construction, Renovations/Remodeling, Safety, Maintenance, Emergency Planning


	□  

Sole 

Responsibility 
	□ 

 Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:


	
	
	
	

	Management/Leadership

Strategic Planning, Needs Assessment, Goal Setting, Business Processes, Internal controls, Risk Assessment, Performance Management, Dispute Resolution
	□  

Sole 

Responsibility 
	□  

Assisted 
	□  

Working 

Knowledge 
	□  

No 

Familiarity 

	Describe:




QUESTIONS
1. Why do you want to be a Business Officer?

2. Write a statement explaining why you want to participate in this program?

3. In your opinion, what essential skills must a Business Officer possess, and why?
4. What qualities do you currently possess that will lend themselves to becoming a Business Officer?
5. What qualities, characteristics and skills do you need to develop to serve effectively as a Business Officer?
6. Outside of this program, how will you acquire these skills? 

7. Have you ever been given special projects, taken on special assignments, or filled in for another staff member outside of your area of responsibility? If so, please describe. If not, please describe. 

8. Have you ever had the opportunity to develop/create a new system or process for the betterment of the department? If so, please explain. If not, please describe. 

9. Is there anything else you would like to share with the selection committee? 
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1

