IMPORTANT APPLICATION INFORMATION

It is the applicant’s responsibility to ensure that complete application documents are received in Human Resources by the deadline date. Applications postmarked on/or prior to the deadline date but received after that date will not be considered. 

Application documents will not be sent to candidates nor received by Human Resources via FAX.

Current employees who are applying for a position should be aware that material from their personnel files will not be included as part of the application packet, and they should, therefore, provide information on past and present employment in the same degree of detail as any other applicant.

SELECTION PROCESS

( The committee will review, evaluate, and consider complete applications and supporting materials received by the deadline.

( Meeting the minimum qualifications does not assure the candidate an interview.  It is, therefore, important that the application be thorough and detailed.

( Reference checks for the finalists will be conducted.

( Candidates should not expect official notification until the selection of the candidate has been completed.

( The College may readvertise or delay filling a position.

( Oral interviews will be conducted which may include other performance indicators.

ABOUT THE COLLEGE

Solano Community College (SCC) was established in 1945.  As a coeducational two-year community college, SCC serves 10,000 students each semester by offering comprehensive day and evening programs of transfer, technical, occupational, and remedial education.  The 192-acre campus is centrally located within Solano County, just off Interstate 80, the major east/west freeway in Northern California.  Solano College is less than an hour’s drive from San Francisco and Sacramento.

Solano County Community College District is
 an equal opportunity employer

[image: image1.wmf]






DIRECTOR OF

FISCAL SERVICES

(Classified Management)

Solano Community 

College district

[image: image2.emf]
Applications Accepted Until 4 p.m.
DEADLINE DATE: 11/19/2009
OPEN UNTIL FILLED

Job # M09-35

THE POSITION

Under the direction of the Vice President of Administrative and Business Services, plan, organize, coordinate and direct the District’s fiscal services including budgeting, accounting, payroll, cashiering and fiduciary accounting; provide technical expertise and guidance to College administrators concerning budget, accounting and financial matters; train, supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES

Supervise the District account, payroll, cashiering, and special funding operations.

Maintain a record of all appropriation balances.

Supervise the maintenance of records of expenditures and income for all funds of the District.

Ensure that financial record keeping is performed in accordance with federal, state, county, and District requirements and procedures.

Prepare monthly reconciliations between District records and the records of the County Superintendent’s of Schools office; prepare periodic financial statements and reports involving statistical research and analytical studies.

Compile the necessary information and prepare monthly, quarterly, and annual reports for all federal and state agencies and District projects; prepare the California Community College Annual Financial and Budget report.

Assist the Vice President, Administrative and Business Services preparing District Budget and maintain budgetary controls for the general fund and other funds of the District.

Establish procedures for financial record retention and destruction.

Maintain positive working relationships with other departments on campus.

Direct the District's fiscal operations including budgeting, payroll, cashiering, accounting, reporting and auditing the use of public funds.

Develop and prepare tentative, publication and adoption budgets for all District funds pursuant to priorities assigned and authority provided through the District's budgetary decision making process.  This includes the District's General Fund, Capital Projects Funds.
Measure G, General Obligation Bond Fund, Health Benefits Trust Fund, Bookstore Fund and all other District funds.

Design and administer budgetary control systems, procedures, and transactions.

Perform professional level accounting duties and serve as the District's primary advisor on technical accounting issues; analyze, evaluate and make recommendations concerning sources and amounts of revenue, expenditures and the District's financial position.  Serve as consultant to a variety of District personnel on fiscal and accounting matters.

Prepare, verify, authorize and distribute warrants, vouchers and other documents; maintain and reconcile general ledger accounts; prepare trial balances and year-end closings.

Prepare, review and submit a variety of financial statements, records and reports for distribution to County, State and federal agencies and offices; prepare financial reports for review by the Vice President of Administrative and Business Services prior to submitting for Governing Board approval.

Supervise and evaluate the performance of fiscal operations staff in accordance with District guidelines and collective bargaining contract; provide technical direction and guidance; select and train personnel; make transfer, promotion and salary recommendations.

Assist staff in developing solutions to technical problems and with accounting procedural questions; review staff work for accuracy and compliance with District policies; plan, organize and coordinate staff assignments for maximum effectiveness and productivity.

Review, interpret and implement federal, State, District and local laws, codes and regulations; assist independent auditors and respond to the annual audit report of findings, comments and recommendations.

Participate in the development and enhancement of automated accounting systems; confer with data processing personnel regarding the maintenance, repair and enhancement of automated records systems and programs; provide input to long range software planning decisions; maintain current knowledge of hardware and software capabilities. Perform related duties as assigned.

Knowledge Of: Evidence of sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college staff and students. 
Accounting and auditing principles, practices and procedures

Generally accepted accounting principles

Principles, practices and terminology used in community college fiscal procedures. Preparation of financial statement and comprehensive accounting reports. Laws, regulations and policies governing fiscal requirements of various State and federal agencies. Computer applications to accounting and auditing functions. Principles and practices of administration, supervision and training. District organization, operations, policies and objectives. Applicable sections of the State Education Code and other applicable laws. Technical aspects of field of specialty. Budget preparation and control.

Ability To: Work within complex, integrated Enterprise Resource Planning (ERP) systems. Plan, organize and implement District accounting and budgeting functions. Analyze financial data and prepare accounting statements in accordance with generally accepted accounting principles. Prepare and analyze comprehensive accounting reports. Utilize accounting and auditing practices and terminology applicable to public sector accounting. Understand the importance of technology as it relates to all areas of the institution, as well as personal expertise and comfort in using technology in support of management responsibilities. Analyze financial data and prepare reports, forecasts and recommendations. Read, interpret, apply and explain rules, regulations, policies and procedures. Establish and maintain cooperative and effective working relationships with others. Analyze situations accurately and adopt an effective course of action. Train, supervise and evaluate personnel. Demonstrate interpersonal skills using tact, patience and courtesy. Assign and review the work of others. Meet schedules and time lines. Plan and organize work. Work confidentially with discretion. Perform mathematical operations quickly and accurately. Communicate effectively both orally and in writing. 
MINIMUM QUALIFICATIONS

Education: Possession of a Bachelor’s degree from a regionally accredited college or university in Accounting, Finance, Business Administration or a closely related field; or the equivalent.
Experience: At least three years experience in the area of accounting, business administration or related field. 

Preferred Qualifications: Possession of a valid California Public Accountant’s license. Experience in or knowledge of community college business operation. Leadership experience in an educational setting; supervisory experience.

SALARY AND BENEFITS

$80,757.24 - $102,183.42
2009-10 Salary Schedule

(Seven step salary schedule)

$2,400 Doctorate Stipend

12 months per year; minimum of 40 hours per week

22-25 days vacation; 15 paid holidays

5 days management leave per year

1.2 days sick leave per month

District-paid medical, dental, and vision for employee and dependents; employee assistance program

$35,000 life insurance for employee

APPLICATION PROCESS

Visit our web site at www.solano.edu to download our announcement and application. Email HR@solano.edu or call 707 864-7128.  Human Resources office hours are Mon-Thur, 8:00 to 5 p.m., Fri, 8:00 a.m. to 3:00 p.m.

Applicants needing assistance in the recruitment process due to a disability should submit a written request with the application documents.

REQUIRED APPLICATION DOCUMENTS

To ensure consistency and fairness to all candidates, do not submit materials other than those requested.

 FORMCHECKBOX 
   A completed Solano Community College Classified Management Employment Application.  Complete all sections; letter and resume are not acceptable substitutes.

 FORMCHECKBOX 
   A letter not to exceed five typewritten pages succinctly citing specific examples of your experience as related to the representative duties of the position described in the announcement.

 FORMCHECKBOX 
   A current resume of educational and professional experience.

 FORMCHECKBOX 
   Legible copies of college transcripts for bachelors and advanced degrees, if applicable.  If transcripts do not show degree award date, submit a copy of the diploma, also.

OPTIONAL DOCUMENTS:

 FORMCHECKBOX 
   Applicant Notification Form

 FORMCHECKBOX 
   Statistical Information Questionnaire (to be kept confidentially in Human Resources)
Solano Community College


4000 Suisun Valley Road


Fairfield, CA 94534-3197
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