DABNEY S. LANCASTER COMMUNITY COLLEGE

POSITION ANNOUNCEMENT

BUSINESS MANAGER 

POSITION NO. 00001
CLOSING DATE
 
October 18, 2011
SALARY and 

 
This is a twelve-month position – Pay Band 5
BENEFITS


Salary Commensurate with education and experience





Benefits:  Annual/Sick Leave, Short/Long-Term Disability, 




Health Insurance, Retirement, 403(b) and Cash Match.
QUALIFICATIONS    
Bachelor’s Degree in Business Administration or Accounting with at least three years of midlevel management experience preferred.
START DATE 
 
November 2011

DUTIES INCLUDE:   
Directs the operation of AIS centralized accounting to provide effective and accurate financial data to comply with system and college requirements.


Coordinates the preparation and distribution of financial reports and statements to meet college demands and in accordance with state requirements.

Directs and supervises the payment of all college obligations to assure payments are made accurately and within established time schedules.


Directs all procurement in such a manner that college needs are met effectively and in a timely manner that minimizes disruptions in meeting users’ requests and is conducted in accordance with state procurement regulations.

Direct bookstore and food serve/vending operations at level to meet support services of students/faculty/staff.


Assist the VP in the review of payroll operations and certification of payrolls. Serve as a back-up to the VP regarding personnel operations and procedures. Ensure compliance with State and Federal regulations.


Directs and supervises grants accounting en ensure compliance with all local, state and federal regulations.


Ensure that AR reports are submitted timely.


Maintain a strong customer service focus with the campus community and with students and visitors to our area.
Dabney Lancaster Community College is committed to Equal

Opportunity/Affirmative Action and Diversity

