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JOB DESCRIPTION

Personnel Office Use Onl~Position No. /33/7'
Non-Classified b
Classified

Exempt.,K Non-Exempt-

POSITION TITLE: VICE PRESIDENT FOR BUSINESS AFFAIRS AND CONTROLLER
AND ASSOCIATE PROFESSOR

INCUMBENT EMPLOYEE: CARL 'JONES

EMPLOYEE CLASSIFICATION: _Instructional Faculty, _Research Faculty,
X Administrative Faculty, _Other Faculty,

_Part-time Instructor, _Other Unclassified,
_Classified

FUNCTION OF WORK: Major oversight and responsibility for the total fiscal operations
for the University.

SUPERVISION RECEIVED: Direct from the President

SUPERVISION EXERCISED: Direct over all Directors, Department Heads, Budget Unit heads,
Supervisors and other employees assigned to the Departments under

his supervision.

DILTIESAND RESPONSIBILITIES

% QLTime Descri.l2tiQn

100% Serve as the chief fiscal officer of the University.
Assume the leadership and responsibility for the offices of comptroller, purchasing
and personnel including supervision of staff members in their assigned functions.
Development of a budget monitoring system to closely monitor all university
budgetary considerations and provide the president with a summary of these
findings on a monthly basis in order to assure that the university does not
over expend funds.
Work with Institutional Research in developing financial direction and process
and procedure recommendations.
Keep the president informed of situations that impact the financial posture of the
University.
Participate in all official University functions labeled as such by the President,
other Vice Presidents, and Deans.
Maintain office hours at times that will be accessible to your constituency and to
all members ofthe University community.
Create and maintain a positive, aggressive, student-oriented and caring atmosphere.
Maintain a collegial relationship with peers and colleagues throughout the University.




