Foothill-De Anza Community College District
Executive Director, Fiscal Services

Posting #: 15-064

Campus: FHDA District

Number of Working Months: 12 Months

Starting Salary: $138,690.15 - $180,677.55 annually
Close Date:

Open Until Filled: Open Until Filled

Employment Duration:  Full-Time

Description:

Initial Review Date: 11/12/15*
*Any complete applications received after the initi al review date will only be
forwarded to the hiring committee at their request.

The Foothill-De Anza Community College District is currently accepting applications for
the management position above.

POSITION PURPOSE:

Reporting to the Vice Chancellor of Business Services, leads, directs and oversees
financial/accounting functions of the District including development, implementation, and
monitoring of the District budget, district-wide accounting functions, District Payroll
functions, District grants accounting functions, and associated accounting and payroll
policies and procedures. The Executive Director develops and presents to the Vice
Chancellor of Business Services, Chancellor, and the Board of Trustees current and
long range fiscal conditions and options to improve the District's financial position,
serves as the principle liaison between the central services budget and accounting
services functions and the colleges, and actively participates in state-wide finance
committees in order to ensure the sound fiscal management of the District.

In addition, the Executive Director is responsible for planning and directing major
projects that have a significant fiscal and business impact, including the issuance of
debt and lease instruments, such as certificates of participation, tax revenue anticipation
notes, and general obligation bonds, implementation of new Governmental Accounting
Standards Board (GASB), reporting and accounting standards which are essential for
maintaining the fiscal integrity of the District, overseeing the accounting and audit of the
general obligation bond program(s) and reviewing the business and financial operations



of the enterprise activities that include the campus bookstores, food services, and the
Flint Center.

NATURE and SCOPE:
The Executive Director of Fiscal Services supervises budget operations, accounting,
accounts payable and payroll staff.

This position is responsible for business-related transactions for the district and insures
that the transactions and records meet accounting standards, regulations, laws and
policies of governing agencies.

KEY DUTIES and RESPONSIBILITIES:
The following duties and responsibilities are typical but not limited to the following:

* Prepare the annual budget: coordinate with the Vice Chancellor of Business Services,
Director of Budget Operations, and the college Vice Presidents (VPs) to develop budget
strategies and assumptions.

* Direct the District Budget Committee in budget analysis; communicate state budget
information to the Director of Budget Operations, college VPs, and the District Budget
Committee; formulate policy recommendations and facilitate ongoing discussions in
areas that involve significant budget implications.

» Develop a budget calendar; review cost estimates for each component of the budget;
coordinate the budget development with the campuses and Educational Technology
Services (ETS); prepare tentative and adopted budget documents; communicate budget
assumptions to the campuses in a variety of venues; and communicate on budget
issues with state and federal agencies.

» Develop and refine policies and procedures that impact budgeting, accounting and
payroll services.

» Direct, supervise and evaluate accounting, accounts payable and payroll staff while
establishing and maintaining a climate that encourages the development and retention
of competent staff, high-level morale, and achievement of district goals.

* Train and inform managers and others on the efficient and correct use of the District
financial accounting system; provide direction district-wide in order to ensure a
successful year-end close; coordinate the annual audits and tax returns; serve as a
liaison with the auditors and other interested parties to ensure a successful audit.

* Analyze the fiscal performance and integrity of all funds and develop accounting,
business and fiscal strategies based on the outcome of analyses; develop strategies for
improving District finance operations evaluate services and products related to the
development and improvement of the finance operations district-wide.

» Generate a series of standard and ad-hoc financial reports to measure business
performance.

» Develop and refine policies and procedures that impact budgeting, accounting, and
payroll services, and disseminate changes to accounting policies and procedures.

» Authorize payments to vendors and contractors and sign contracts in the absence of
the Vice Chancellor of Business Services; resolve monetary disputes; address legal



issues related to contracts, finance, IRS, Education Code, Government Code and other
regulatory requirements.

* Act as the Chief Disbursing Officer of the district and be responsible for the accuracy
and appropriateness of all cash outlays of the district.

* Implement the investment policies of the district and report to the Board the status of
investments as required by law.

» Coordinate the issuance of debt and lease instruments, such as certificates of
participation, general obligation bonds and revenue bonds.

» Review and implement all required accounting standards such as might be imposed by
GASB or the State Chancellor's Office.

» Support, implement, and promote compliance with the District's Diversity and Equal
Opportunity Plan in all aspects of employment and education; encourages cultural and
ethnic diversity in staffing, curriculum, programs, and services.

» Assure compliance with the District's Injury and lliness Prevention Program by
providing motivation, incentives, and discipline to assigned staff; maintains a safe work
environment, enforcing safe work practices, reporting and investigating accidents,
maintaining necessary documentation, and requiring employees to receive mandated
training.

» Perform related duties as required.

EMPLOYMENT STANDARDS
Knowledge:

* Applicable sections of State Education Code and Government Code and items
outlined in the State Chancellor's Budget and Accounting Manual, including titles such
as that impact the business aspects of education.

* Principles of accounting, budgeting, audit, and payroll, including current accounting
principles in a governmental educational setting and items outlined in the State
Chancellor's Budget and Accounting Manual as well as in GASB, FASB and other
applicable accounting standards boards or agencies.

* Principles of business and financial systems analysis.

* Principles of supervision.

» Computerized accounting systems.

Skills and Abilities:

» Understanding of, sensitivity to, and respect for the diverse academic, socio-economic,
ethnic, religious, and cultural backgrounds, disability, and sexual orientation of
community college students, faculty and staff.

» Communicate effectively both orally and in writing, including presentation skills.

* Analyze complex accounting and financial records and reports.

» Develop and maintain a sophisticated budget modeling system.

» Manage the financial aspects of the business enterprises.

* Ability to make presentations before large and small groups.

* Ability to achieve results through others.



» Reasoning and problem solving skills.

» Develop and implement strategic planning processes.

* Interpret and apply rules, regulations, policies and procedures.

» Handle difficult and sensitive issues and problems and resolve conflicts.
* Leadership/Management/Supervisory skills.

* Organizational/Time Management/Problem Solving skills.

WORKING CONDITIONS:
Environment:

* Typical office environment.
Physical Abilities:

» Hearing and speaking to exchange information in person and on the telephone and
make presentations.

* Dexterity of hands and fingers to operate a computer keyboard.

* Vision sufficient to read various materials.

* Sitting for extending periods of time.

* Bending at the waist.

* Lifting and carrying objects up to 20 Ibs.

MINIMUM QUALIFICATIONS:

» Understanding of, sensitivity to, and respect for the diverse academic, socio-economic,
ethnic, religious, and cultural backgrounds, disability, and sexual orientation of
community college students, faculty and staff.

» Bachelor's degree in Business Administration/Finance with a concentration in
accounting or related field.

» Three (3) years experience in managing accounting, and payroll functions with
experience in a large and diverse higher education business entity and experience in
developing budgets and related strategies.

* Certified Public Accountant.

» Familiarity with governmental budgeting for an educational, governmental, or non-
profit entity.

PREFERRED QUALIFICATIONS:
» Master's degree in Business Administration.
» Knowledge of state funding formulas, models, policies, and procedures.

» Understanding of business/financial systems operations and design.

APPLICATION PACKET:



* A District on-line application on http://hr.fhda.edu/careers/. *In the application, you will
provide information, which demonstrates your understanding of, sensitivity to, and
respect for the diverse academic, socio-economic, ethnic, religious, and cultural
backgrounds, disability, and sexual orientation of community college students, faculty
and staff.

* A cover letter addressing your qualifications for the position.

* A current resume of all work experience, formal education and training.

If any required application materials are omitted, the committee will not review your
application. Items not required (including reference letters) will not be accepted. For full-
consideration, all application packets must be received by 11:59 pm on the closing date.

Please allow yourself ample time to complete your application and resolve any technical
difficulties that may arise with your submission. We do not guarantee a response to
application questions within 48 hours of the closing date. You may also visit our
“Applicant Information” to assist with technical difficulties at: http://hr.fhda.edu/careers/a-
applicant-instructions.html

CONDITIONS OF EMPLOYMENT:
Position : Full-Time, Permanent, 12-months per year
Starting date: As soon as possible upon completion of the search process.

Full Salary Range: $138,690.15 - $180,677.55 annual ly*

*Actual placement is based on applicant's verified education and experience
(Customary Hiring Range: $138,690.15-$152,898.70).

Annual salary plus benefits; excellent benefits package which includes coverage for
employee and eligible dependents, dental, vision care, employee assistance program,
long term disability, retirement benefits and basic life insurance.

For information on our benefits package that includes medical for employees and
dependents, visit our web site: http://hr.fhda.edu/benefits/index.html

Persons with disabilities who require reasonable accommodation to complete the
employment process must notify Employment Services no later than the closing date of
the announcement.

The successful applicant will be required to provide proof of authorization to work in the
U.S.

The Foothill-De Anza Community College District does not reimburse applicants for
travel, lodging or any other costs incurred by applicant to attend interviews. All
interviewing costs incurred will be the responsibility of the applicant.

For more information about our application process contact:



Employment Services

Foothill-De Anza Community College District
12345 El Monte Road

Los Altos Hills, California 94022

(650) 949-6217

Email: mailto:employment@fhda.edu
http://hr.fhda.edu/

To apply, visit: http://apptrkr.com/705272




