Vice President of Administrative Services

Definition:
Under direction of the Superintendent/President, plan, organize, coordinate, direct, administ
review and evaluate a variety of functions, programs, services and activities which prov



X

X

Direct the development of shoriand longrange plans for assigned district functions in
coordination with the leadership and supervision of major district departments.
Communicate closely and comprehensively with the Superintendent/President on
matters within the departments assigned to the VPAS in ineutreports, procedural
manuals, emails, professional training, development planning for each department, ann
goal setting and employee evaluation.

Assure the accurate and timely preparation and submittal of annual district capital al
operating budgets; institute and maintain appropriate internal audits and budgetar
controls; assure timely and accurate preparation of enrollment and revenue projections a
consolidation of all departmental budgets; assure preparation of financial segments
district's short and longrange master plan; assure timely and accurate preparatior
distribution, review and analysis of a variety of financial reports, statements, projectiol
and records.

Assure proper accounting and auditing of all district funds; ashatecontracted services
are negotiated, monitored and administered in compliance with legal requirements; asst
cost effective procurement of goods and services within policy guidelines and lec
requirements; assure preparation of complex bid speaiions and development of
award criteria; assure

contract compliance; review and revise procurement guidelines as necessary; assure
public safety personnel function within scope of authority according to State and fede
laws.

Work toward assuring that all district management and student information systems ai
integrated and available for use by appropriate personnel to provide optimal informatic
for institutional research, planning, enrollment management, budget, human resources a
other district operations.

Attend and chair district committees, task forces and other meetings; represent the
Superintendent/President and the district in the business community and at local, regiol
or State meetings, workshops and conferences; mantkaison with appropriate
government agencies and professional organizations.

Attend Board meetings and make oral presentations; serve as a member of the
Superintendent/President’'s Cabinet; advise Superintendent/President on Board ager
items and management issues, including recommendations for new or revised policies
procedures. Create written policies, create streamlined procedures and researclaiiveov
practices as appropriate to meet district objectives.



Review and evaluate effectiveness of assigned personnel, programs and services; as
development and implementation of corrective action, improvements or additiona
programs and services asgessary; provide a climate which encourages staff developmel
in formulation of job objectives and provide for staff participation to achieve goals ar
objectives for assigned services; recommend operational changes to increase efficiel
effectiveness ad quality of all district services.

Assure compliance with a variety of applicable laws, rules, regulations and restrictic
related to district operations, financial transactions and expenditure of district funds.

Work with and assist the Superimgent/President in setting and achieving district goals
and objectives, developing and implementing plans and programs which assist the colle
in meeting the educational needs of the college community, and identifying and obtaini
alternative funding fo the district. This includes working with the Educational Foundatiol
and Alumni Relations Board to develop fiscal reports, assist with procedures and polic
bylaws and fundraising.

Communicate with district management and personnel to resolve cammsues and
respond to questions; provide status reports, analysis, recommendations and informatic
represent the district to community members, public agencies, contractors and others.



Knowledgeof:

Principles and practices of business/financial management and public administrati
Data analysis and projection techniques

Purchasing, bidding and other procurement processes

Business law and contract administration

Local, State and federal laws governing a community college district
District organization, operations and objectives

Principles of training and supervision

Budget preparation and control

Programs, services drchallenges of higher education

Trends in academic, vocational, community and contract education
Local economic conditions and future challenges

Student enroliment trends and demographic statistics of the community
Oral and written communication slal

Current technology in field of management and student information systems
Interpersonal skills including tact, patience and diplomacy

Global, multicultural issues

Total Quality Management principles

Demonstrated supervisory skills

ProfessionaDevelopment and Leadership skills

Facilities management

Contract management and negotiation

Integrated planning and shared governance

Ability to:

Communicate effectively with diverse constituencies within and outside the district
Plan, organize,icect, administer, review and evaluate assigned functions

Formulate policy and procedure recommendations, which will implement the district
master plan and other goals and objectives in accordance with local, State and fede
laws and the needs of the college community

Analyze complex financial, statistiead narrative data and develop appropriate plans
and recommendations



* Interpret, apply and explain district policies and legal regulations and requirements
» Delegate authority and sponsibility to subordinates effectively

* Work under ambiguous and changing conditions

* Work with multicultural constituents

Other Requirements:
Must possess &alid California driver's license and have a satisfactowrdyirecord.

Working Conditions:

Duties are primarily performed in an office environment at a desk or computer terminal.
Incumbents are subject to frequent interruptions and contact in person and on the telephone
with executive, management, supervisory, academic and classified stafhamgheral public.
Frequently must travel to other offices or locations to attend meetings or conduct work.

Physical Demands:

Typically must sit for long periods, use hands and fingers to operate a computer keyboard,
clearly to read normal and fine print, speak clearly and distinctly to provide information in pers
or on the telephone, hear and understand voices over teleghand in person, and regularly lift,
carry and/or move office objects.



