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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:
VICE PRESIDENT FOR FINANCE & OPERATIONS / CFO
1.00
GENERAL STATEMENT

1.01
POSITION SCOPE

a. The Vice President for Finance and Operations/CFO is responsible for all financial and business services of the College. This position reports to the College President, is a member of the President's Council and attends all Board meetings. The Vice President for Finance and Operations/CFO leads and coordinates responsibilities within the Finance and College Operations Division to include Financial Services, Accounting, Payroll, Procurement, Facilities, Risk Management, Campus Safety and Security, Information Technology Services and Auxiliary Services.
b. The Vice President will participate in the formation of general college policies as a member of the President's Council.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  President

b. Function/Category of Position:  Administrative

c. Length of Contract:  12 months (July 1 through June 30 annually).

d. Salary Category:  VII

2.02
Supervision

a. Supervision Received:



Reports directly to the President.

b. Supervision Exercised:


Directly supervises a staff consisting of the Comptroller, Director of Information Technology, Director of Physical Plant Operations, and oversees the Bookstore operations.






2.03
Key Areas of Responsibility

a. Institution's Chief Finance Officer - The areas of responsibility for the Chief Finance Officer will be the administration of the general and vocational funds, student activities fund, financial aid funds, student tuition and fees, federal, state and private grant funds, payroll, and all other funds for which Allen County Community College is accountable.  This position requires that the Chief Finance Officer be able to secure an adequate bond.  Areas of responsibility will include:

1. Assist the President in preparation and administration of the institutional budget.
2. Prepare and maintain forecasting models and budget projection scenarios.
3. Develop and maintain historical financial data.
4. Develop and maintain revenue and expenditure projections for the operational and capital budgets based on historical trends and forecast assumptions.
5. Report revenue and expense projections to the administration and the College Board for short- and long-term planning purposes, explaining the data analysis and factual basis impacting the projections.
6. Prepare the annual college budget and ensure that required documents and legal notices are published.
7. Develop and maintain an annual and long-term debt management plan that is in accordance with federal and state regulations and provides a consistent source of funds.
8. Work with the President and leadership team to establish long-range strategic planning goals and priorities. Formulate and implement a division strategic plan that aligns with the College's strategic priorities. Lead college wide strategic planning initiatives related to college operations.
9. Provide training for administrators, faculty, and staff in the preparation, administration and monitoring of individual and area budgets.
10. Prepare for and facilitate the annual college audit by outside auditing firm.
11. Interview and recommend appropriate professional service firms to the President.  Negotiate and approve contracts and serve as a contact person with appropriate professional service providers on behalf of the College.
12. Review bank reconciliations each month.
13. Manage depository security and pledge requirements and monthly cash flow requirements of the College.
14. Prepare reports pertaining to the receipt and expenditures of all funds received and disbursed by the College.
15. Assume responsibility as purchasing agent for the College and prepare bids documents where necessary.
16. Oversee preparation of all payrolls, maintenance of payroll records, and all payroll reports.
17. Oversee the receipt and disbursement of Title IV financial aid funds.
18. Collaborate with the Vice President for Student Affairs in the preparation of reports pertaining to financial aid funds.
19. Collaborate with the Vice President for Student Affairs in the preparation of student activities budgets, maintenance of financial records, preparation of reports, and oversight of the receipt and disbursement of student activities funds.
20. Oversee the collection of student tuition and fees and the maintenance of student financial records.
21. Collaborate with the Vice President for Academic Affairs and the Vice President for Student Affairs in registration procedures.
22. Analyze all insurance needs and make recommendations to maintain adequate coverage of property, liability, and fidelity insurance.
23. Manage and maintain the inventory of college equipment and physical plant assets.
24. Supervise the College's health insurance and IRS Section 125 Plans and 403(b) Plans.
25. Provide financial and institutional planning data.
26. Supervise the reporting of all Kansas Public Employees Retirement Systems records.
27. Assist in the development of grant applications and financial reports.
28. Assume responsibility for management of the institution's investments.
29. Maintain complete college fiscal records as required by statutes and regulations. 

30. Maintain complete accounting of all funds received by the Endowment Association.
31. Serve as an ex-officio member of the Endowment Association Investment Committee.
32. Serve as the Clerk of the Board.
33. Prepare monthly financial reports for the Board of Trustees.
34. Prepare annual loan compliance information and administer timely loan payments with associated reporting.
35. Assume responsibility for the assessment of the finance and operation areas of the College.
36. Assume other duties as assigned by the President.

b. Auxiliary Enterprises - The areas of responsibility of the Chief Finance Officer is maintenance, safety, and upkeep of the auxiliary enterprises of the College.  This includes, but is not limited to, the student center, bookstore, and residence halls.  
1. Oversee the establishment and operation of the accounting system for the auxiliary enterprises.

2. Oversee the purchasing of merchandise, supplies, and equipment for auxiliary activities.

3. Oversee the purchase of non-textbook retail merchandise in the bookstore. 

4. Audit sales records and other financial records of all auxiliary enterprises.

5. Oversee and manage college auxiliary services to include the bookstore and food service. In cooperation with the Vice President for Student Affairs, monitor the food service contract and operation.

6. Assume responsibility for the student center and residence halls maintenance, cleaning, and repairs.

c. In collaboration with the Director of Physical Plant Operations- The areas of responsibility of the Chief Finance Officer is to oversee the planning, utilization, construction, remodeling, and maintenance of all District buildings and facilities.

1. Provide guidance and oversight related to facilities operations and maintenance, custodial services, capital project planning and implementation, and shuttle transportation services.
2. Develop and communicate a long-range facilities plan.
3. Maintain a physical environment that supports and fosters an environment conducive to effective learning and working.
4. Assist the President with reports and presentations on issues, activities, and procedures related to the operation and maintenance of college facilities, remodeling and construction.
5. Recommend policies pertaining to college facility operations.
6. Assist the President with working with college teams to plan building construction and remodeling, and with coordinating activities with contractors.
7. Prepare and oversee building construction and remodeling work with contractors, architects, designers and engineers.
8. Prepare and submit all requests and related documents needed to obtain KBOR approval of construction and remodeling projects, and lease agreements on behalf of the College.
9. Negotiate all contracts for the leasing of facilities.
10. Monitor scheduling and utilization of all college facilities. Recommend decisions regarding community use of all rooms in the College and make community room use assignments.
11. Assume other duties as assigned by the President.

d. Information Technology – In collaboration with the Director of Information Technology, ensure strong and visionary leadership for the College's computing infrastructure, enterprise applications, and learning environments, to include developing and deploying cutting-edge IT technologies.

1. Ensure that adequate computer systems are maintained to include networking, telecommunications, enterprise infrastructure, cybersecurity, enterprise applications, learning technologies and user support.

2. Establish and monitor IT performance metrics and service level agreements and ensure a prompt and comprehensive response to service delivery problems.

3. Ensure that computer information systems accurately collect and report data needed for operational and strategic decision making.

4. Ensure an appropriate information security governance framework and IT disaster recovery plan.

5. Develop and communicate an IT strategic plan that responds to and meets staff and student needs.

6. Provide and maintain equipment and technology to effectively meet organizational and classroom technology needs.

7. Assume responsibility for technology development in the College, in all locations.
8. Assume responsibility for computer hardware and software upgrades and maintenance throughout the College at all locations.
9. In close cooperation with the Vice President for Academic Affairs and Vice President for Student Affairs, assume responsibility for generation of data required for internal and external reports.
10. Prepare selected IPEDS Reports, KACCBO Survey, Higher Learning Commission Reports and other reports as required.

e. Assistant Negotiator for the Board of Trustees

1. Serve with the President as Board Negotiating Team for employer/employee negotiations.

2. Record all negotiation sessions for future reference.

3. Develop recommendations based on relevant data concerning reasonable offers in negotiations.

f. In collaboration with the Comptroller, oversee Business Office and financial management functions of the College.
1. Provide guidance and oversight for Business Office and financial management functions including payroll, cash collections, accounts receivable, accounts payable, procurement and other related functions.

2. Oversee procurement and purchasing services.

3. Oversee the financial administration of grants.

4. Provide guidance and oversight for the effective use of the Jenzabar financial module and integrated financial systems and related user support.

5. Oversee the calculation and collection of the tax levy.

6. Oversee fixed asset accounting and financial reporting to include disposal of fixed assets and other surplus inventory.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

