
Southeastern Oklahoma State University
Vice President of Business Affairs

[bookmark: _GoBack]JOB SUMMARY: The Vice President of Business Affairs reports directly to the President of the University and serves as the Chief Financial Officer (CFO).  This position provides leadership and management of all business and financial affairs of the institution, directs short and long-range planning for the institution, and creates policy and operating systems for carrying out the required functions.  Positions reporting directly to the Vice President are the Director of Finance/Controller, Director of Business Office, Director of Employee Payroll and Benefit Services, Director of Ancillary Services, Director of Physical Plant, Chief of Campus Police, and Chief of Environmental Health & Safety, and Purchasing Agent.
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
· Participates with the President and other members of the executive leadership team in short and long-term institutional planning, policy formulation and implementation of initiatives to achieve the mission and goals of the University.
· Works collaboratively with University administrators, faculty, staff, student, community members, county, state and local government officials and others to carry out the responsibilities of the position and the mission of the University.  This includes managing the outsourcing of the food and bookstore services.
· Through the University’s integrated process of assessment of institutional effectiveness, planning, and resource allocation, leads the processes for development and monitoring of the budget consistent with the University’s mission and core themes.  This includes directing the University’s annual budget preparation process and recommending to the President the content of the budget to be presented to the University’s governing boards.
· Provides leadership and direction related to the business functions of the university, assuring the University has established appropriate fiscal controls and that all activities are compliant with laws, regulations and applicable guidelines, and that information is accurate and prepared in a timely manner.
· Provides leadership and oversight in the development of the University’s facility Master Plan, assuring that the plan is in alignment with the University’s strategic plan, mission and goals.  This includes the planning, design and construction and renovation of facilities including short and long-range planning relating to programmatic needs and resource allocation.
· Acts as the University’s authorized agent in the review, approval and administration of contracts and serves as the Risk Manger by reviewing and updating the current Risk Management Policy and overseeing its implementation, and monitoring adherence to the policy through appropriate staff.
· Attends and actively participates in a wide variety of university, community, and System committees and meetings.
Additional Duties regarding safety:
· Works safely, attends safety training offered/required, and follows appropriate safety rules and regulations.
· In relation to level of NIMS training completed, participates in incident management preparation and performs incident duties as assigned.
REQUIRED:   Master’s Degree in a related field and a minimum of five years of progressively responsible related work experience in higher education administration, budgeting and accounting.
· CPA credentials or equivalent.
· Demonstrated ability to function effectively with boards and  commissions; evidence of operational skills in finance, budget development and administration; excellent interpersonal skills to include the ability to work effective with a wide range of constituencies in a diverse environment; knowledge of strategic planning principles and the ability to analyze data, prepare reports and make fiscal forecasts; ability to understand and commit to the University’s mission and to lead in a complex, fiscally challenging and rapidly changing environment; knowledge of Risk Management trends in higher education; and the ability to communicate effectively in writing and orally.
PREFERRED:  Terminal degree in Accounting or related field.
Must be eligible to work in the U.S.   Employment contingent upon results of criminal/sex offender background checks.
To apply, send letter of interest, resume, unofficial university transcripts and contact information for three professional references to:
Office of Equity, Compliance & Diversity
Southeastern Oklahoma State University
1405 N. 4th Ave, PMB 2750
Durant, OK 74701-0609
Or email to:   ddean@se.edu

SE is an AA/EEO employer committed to multicultural diversity. SE participates in E-verify. www.se.edu
Title IX of the Education Amendments of 192 (20 USC 1681 states: No person in the United States, shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity receiving federal financial assistance…  Southeastern Oklahoma State University does not discriminate on the basis of sex in its education program or activities, in compliance with Title IX and the US Department of Education’s regulations at 34 CFT 86.1 et seg.  Individuals who believe they have been discriminated against on the basis of sex many contact SE Title IX Coordinator at 580-745-3090, titleix@se.edu or PMB 2750.

