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Business Manager

Carl Albert State College is accepting applications for a full-time Business Manager.  Under general direction of the V.P. for Business Operations, the Business Manager manages fiscal budgeting, business plans, and financial accounts and operations; develops, recommends, and implements policies and procedures; performs cost analyses; prepares statistical reports; and supervises staff.

Responsibilities:  Financial Reporting & Planning; Budget Preparation; Investment, Cash & Debt Management; Business Services (i.e. Financial risk, Purchasing activities, compliance with state, federal, administrative regulations and accounting standards); Supervision & Management; Public & Intergovernmental Relations;   Work collaboratively with administrators and department heads; Serve as an internal consultant; Creates and Maintains a Customer Service Culture; Provides leadership to assigned areas by focusing planning and execution to help college management and the organization succeed and improve productivity, particularly by providing stakeholders with effective information, support systems, resources and business solutions; Performs other tasks as required.

Qualifications:  Bachelor degree in Business, Accounting, or related field; CPA or MBA preferred; Three to five years of experience in a supervisory role in a college business office, or combination of education and experience; Demonstrated ability to work cooperatively and collaboratively with college faculty, staff, administrations, and governing boards; Experience in operational and strategic planning, policy development, and financial analysis; Ability to effectively communicate ideas and information in written and oral format to administrative staff, professional colleagues, governing boards, and the general public in large or small group settings
[bookmark: _GoBack]Physical Requirements:  Frequent sitting, writing, data entry, reaching upward and outward, handling of papers, files and equipment.  Close, color vision required.
Salary:  Commensurate with education and experience + full benefit package offered
APPLICATION DEADLINE: Position is opened until filled. Packet should include a CASC application, resume, cover letter, 3 letters of recommendation and transcript copies to: 
Carl Albert State College 
Human Resources 		OR email:	employment@carlalbert.edu 
1507 S. McKenna 		Fax:		918-647-1359
Poteau, OK 74953
An application is available online at www.carlalbert.edu, or can be picked up in BC 866, located on the third floor of the F.L. Holton Business Center.
[bookmark: P11_356]Carl Albert State College is an EO/AA employer. 
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