CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

Management Class Specifications

VICE CHANCELLOR, BUSINESS SERVICES

MANAGEMENT RESPONSIBILITY

Under the direction of the Chancellor, the Vice Chancellor of Business Services is the Chief
Fiscal Officer of the District bearing responsibility for District financial planning, strategic
development and the organization and management of fiscal services and certain
administrative functions and operations. The Vice Chancellor is charged with the satisfactory
implementation of Board Policy and District procedures as applicable to the position. The
Vice Chancellor is expected to participate in the formation of District policies and procedures
by making appropriate recommendations for improvement and/or additions that enhance the
efficiency and effectiveness of the District Business Services and operations to support the
mission of the District.

GENERAL DESCRIPTION

The Vice Chancellor, Business Services is responsible for the overall development,
supervision, control and evaluation of the district budget to insure the fiscal stability and well-
being of the District and its two colleges. Therefore, the Vice Chancellor works closely with
the Chancellor, the College Presidents, other administrators, staff and the Planning and
Budget Committee (PBC) in budget administration and on the improvement and
implementation of the budget allocation model of the District. The Vice Chancellor exercises
continuous budget controls to ensure proper expenditures of authorized funds. The Vice
Chancellor is administratively responsible for overseeing the operations of accounting,
payroll, purchasing, contract and grant management, and central receiving.

REPRESENTATIVE DUTIES

The Vice Chancellor, Business Services shall:
1. Establish District budget assumptions and develop and prepare revenue projections;

2. Establish, maintain and supervise the accounts of the District and shall prepare
periodic financial statements and reports on the fiscal operations of the District;

3. Be responsible for payment of all obligations of the District and receipt of all income,
including the preparation of warrants and payroll;
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4.

10.

11.

12.

13.

14.

15.

16.

Interpret and apply Federal, State and District accounting/budgeting standards and
requirements and prepare accurate and timely reports, including grants management
and multi-year projections;

Develop and submit to the Chancellor an annual budget for presentation to the Board
of Trustees;

Conduct periodic inventory and maintain perpetual inventory of all properties and
equipment;

Conduct cost benefit and efficiency studies as well as coordinate the external audit
process of the District;

Be responsible for adequate insurance coverage for the protection and replacement of
District equipment and property;

Oversee the purchase of supplies, equipment and property in accordance with policy;

Provide fiscal oversight of such auxiliary operations as:
a. Food services;
b. District Foundation;
c. Chabot College Bookstore;

Advise the Chancellor of all pending and actual legislative changes in the Education
Code relating to fiscal and business matters;

Make presentations to the Governing Board in matters concerning fiscal, legal,
contractual, administrative and other business concerns as requested by the
Chancellor;

Serve as representative of the District to governmental agencies, civic and community
groups as appropriate and upon direction of the Chancellor;

Serve on the District negotiating team and ensure the implementation of provisions of
the Faculty Association and Classified Union contracts;

Meet regularly with Vice Presidents of Business Services and provide direction
relative to business services and fiscal issues;

Have overall supervision of District Business related insurance programs, the District
communications system, audits, tort claims, and money claims related to
governmental jurisdictions, District and College contracts;
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17. Perform all other related and implied duties as assigned by the Chancellor.

MINIMUM QUALIFICATIONS

Education:

Experience:

Desired:

Master's Degree from an accredited college or university with
emphasis in Business Administration, Finance or related fields; OR

Bachelor's Degree and education and experience appropriate to the
position.

Five years required of increasingly responsible experience in high level
administrative  positions related to business services, fiscal
management, administration or finances. Knowledge of computer
systems and related software business applications.

Demonstrated sensitivity to and understanding of the diverse
academic, socioeconomic, cultural, disability, gender identity, sexual
orientation, and ethnic backgrounds of community college students.

Demonstrated knowledge of California Community College School
Finance; AND

Knowledge of Government and California Community College
Education Code Sections.

Adopted by the Board of Trustees 6/26/90

Revised 11/17/98; 2/22/05
Effective: 2/23/05

Job Family: Management
(p:\vcbus)
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