
South Texas College 

Job Description 
  

Job Title:  VICE PRESIDENT FOR FINANCE AND ADMINISTRATIVE  

                                SERVICES 

Department:  Finance and Administrative Services Division 

Reports To:  President 

FLSA Status:  Exempt 

Prepared Date:  August 22, 1999 

  

SUMMARY  
The Vice President is responsible for maintaining sound fiscal management, ensuring regulatory 

compliance for each division, providing leadership in the implementation of finance and administrative 

programs and in facilities planning and management to support the teaching-learning process. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 

assigned. 

1.   Maintains sound fiscal management 

2.   Maintains regulatory compliance in each of the following departments: business, purchasing, human 

resources, facilities, and general services 

3.   Makes effective purchasing decisions which meet policy and staff needs, and provides staff with the 

resources in a timely manner 

4.   Works with college personnel to develop the budget and in projecting staffing, capital equipment, 

operation, travel, and building and facility needs 

5.   Collects tuition and fees on a timely basis and by the census date to keep students enrolled 

6.   Provides leadership for effective human resources management including hiring procedures, benefits, 

staffing plans, workers' compensation, employee training and other human resources processes 

7.   Maintains a clean and safe working environment for employees and students 

8.   Provides sound management of general services including fixed assets, inventories, mail delivery, 

prompt delivery of merchandise to staff, food services to students, and effective security services 

9.   Provides leadership for effective facilities management, planning, and construction 

10. Assesses the quality and effectiveness of finance and administrative services and uses results for 

strategic planning 

11. Develops and maintains policies in the areas of finance and administrative services 

12. Performs other duties as assigned 

 

SUPERVISORY RESPONSIBILITIES  
Supervises directors of business, purchasing, facilities, human resources, general services, and facilitites 

planning and construction 

 

QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

1.   Demonstrated experience with implementation of computer-based financial system  

2.   Demonstrated ability to provide vigorous, creative, and effective fiscal management 

3.   Strong written and verbal skills 

4.   Proven supervisory and staff developmental skills 

5.   Evidence of commitment to collegiality and professional development and integration 

6.   Demonstrated sensitivity and ability to be successful within a multi-cultural environment 



 

EDUCATION and/or EXPERIENCE  
Master's degree  

Five years senior level experience  

 

LANGUAGE SKILLS  
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and 

legal documents.  Ability to respond to common inquiries or complaints from students, customers, 

regulatory agencies, or members of the business community.  Ability to effectively present information to 

top management, public groups, and/or boards of directors. 

 

REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 

limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 

diagram, or schedule form. 

 

PHYSICAL DEMANDS  The physical demands described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to talk or hear.  Specific vision 

abilities required by this job include close vision, distance vision, and ability to adjust focus. 

 

WORK ENVIRONMENT  The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate. 

 


