
Vice President, Business Services (Riverside City College)
Riverside Community College District

Application Deadline: 09/23/2016 (Interested candidates must apply by the deadline listed below 
by 8:00 p.m., Pacific Standard Time.)
Department: Business Services (R)  
Position Type: Classified Management/Supervisor
College/Campus: Riverside  
Physical location of the position: Riverside  
Employment Type: Full-Time
Position Length: 12-month
Salary Range: Grade AB
Salary Amount: $133,465 - $162,488
Salary Type: Annual
Is this position categorically (grant) funded? No

BASIC FUNCTION:
Reporting to the College President, the Vice President, Business Services is responsible for 
maintaining effective and efficient administrative operations. The Vice President helps evaluate 
proposed new initiatives and guides long-term financial planning within the scope of the 
college's mission, vision and strategic plan.

A key member of the President's Cabinet, the Vice President works as part of a team to set the 
overall direction of the college. The Vice President consults with the members of the Cabinet on 
college-wide issues and works collaboratively to ensure that the college achieves its strategic 
and operational goals. The Vice President brings forward recommendations concerning college-
wide cooperative ventures, construction projects and allocation
of resources to the appropriate planning groups and to the President in a manner that 
demonstrates the College's commitment to shared governance.

The Vice President directs the activities of the business services functions with supervisory 
responsibility for financial and business services, budget preparation and management, contract 
administration, pre and post- award grant support, facilities and grounds, food service, 
bookstore, asset management, and campus safety.

PROVIDES WORK OR LEAD DIRECTION TO:
Supervises and directs all assigned managers and staff.  

EDUCATION:
A bachelor's degree from an accredited institution in business administration, accounting or 
related area is required. A master's degree from an accredited institution and/or a Certified 
Public Accountant's license is preferred.  

EXPERIENCE:
Five or more years of progressively responsible supervisory experience with demonstrated 
leadership capabilities in planning and managing the financial and physical resources of an 
organization and experience in developing and carrying out strategic initiatives. Administrative 
or supervisory experience in the following areas such as: budget preparation/management; 
facility construction, renovation, and maintenance; technical support operations; and auxiliary 



business services such as cashiering, food service, bookstore, vending, technical support 
services, and human resources. Business/financial experience in higher education is preferred, 
but not required.

KNOWLEDGE OF:
Administrative and business methods, practices, principles, procedures, laws and terminology; 
generally accepted accounting principles; governmental accounting standards; the California 
Community College's Budget and Accounting Manual; and use of computer applications in the 
management of business affairs. The goals of educational systems; facility construction, 
renovation and maintenance principles, auxiliary business functions; strategic planning 
principles; local, state and governmental regulations impacting business services; general 
knowledge of grant application procedures; community resources available to support college 
activities.

ABILITY TO:
Exercise judgment and initiative; work independently; work under the pressure of recurrent 
deadlines within an environment of frequent interruptions; work effectively with faculty, 
administrators, staff, and representatives from outside organizations; and communicate 
effectively, both orally and in writing. Work cooperatively with labor unions; understand and 
participate in the implementation of a college emergency preparedness plan; work with risk 
management function on insurance matters; guide facilities master plan activities; monitor 
strategic planning activities.  

COMMITMENT TO DIVERSITY:
Candidate must demonstrate clear evidence of sensitivity to and understanding of the diverse 
academic, socioeconomic, cultural, disability and ethnic backgrounds of community college 
students, staff, and the community.  

REPRESENTATIVE DUTIES:
1. Actively participates as a member of the President's Cabinet and assists the President and 
other senior managers in achieving priority institutional goals and strategies identified in the 
college's Strategic Plan.
2. Oversees the development and implementation of the college's resource development 
activities, budget management, and prepares long-range financial planning models to assist 
with decision-making.
3. Oversees the creation and implementation of annual operational plans for the business 
services division of the college. Guides the activities of the business services leadership team 
and assists managers in achieving priority institutional goals and strategies; evaluates progress 
toward goals and strategies.
4. Is responsible for the systematic and routine assessment of all business services functions to 
measure and plan continuous improvement.
5. Serves as the college contact for state and federal agencies, district functions and local 
agencies in matters pertaining to college business service matters.
6. Develops and maintains financial & business services procedures capable of supporting the 
college operation, in accordance with sound financial management principles and local/state 
government regulations; ensures that the college's financial policies, procedures and activities 
meet the requirements of the accrediting body.
7. Oversees the development of an annual operating budget for the college and ensure that all 
administrators with budgetary responsibilities are provided regular status reports; report any 



deviations or potential problems to the President and recommend corrective action. Serves on 
the College and District Budget Advisory Councils, Resource Development and Administrative 
Services Leadership Council, and Strategic Planning Executive Council.
8. Provides periodic reports on the college's financial condition to the President and appropriate 
college committees.
9. Directs the activities of facilities maintenance, operation and use of all college physical plant 
and property, including leased facilities.
10. Participates in the development and submission of College grants and oversees the 
financial management of the grants to ensure that all grant activities are fully executed in 
accordance with applicable regulations and grant requirements.
11. Coordinates with DHR on college non-academic staff recruitment and employment 
processes, monitors and administers provisions of the collective bargaining agreements, and 
develops and implements personnel procedures in compliance with District policies.
12. Supports the professional development and training needs of employees in the business 
services division; makes recommendations regarding staff appointments, promotions, retention, 
salary action, and other personnel matters within the division.
13. Develops and maintains professional and community relationships to build understanding 
and commitment to College objectives among government and community representatives.
14. Maintains a safe and secure environment at all college locations; assists in the development 
and implementation of the College's Emergency Preparedness Plan and oversees regular 
emergency drills to ensure continuous improvement; develops a Business Continuity Plan which 
allows the College to continue operations and recover after an emergency situation.
15. In collaboration with the Chief of Police, provides direction to the college's police sergeant 
on police matters including parking management.
16. Ensures efficient central business services are in place to support the college operation, 
including telephone systems, mail, supply inventory, warehouse, bookstore, food service, 
vending, cashier, and duplicating & printing services.  
17. Acts as the college's liaison to the District Office of Risk Management for insurance 
coverage, claim avoidance, and develops programs for detecting, reporting, and reducing 
hazards.
18. Acts as the college's liaison to the District Office of Facility Planning, Design, and 
Construction for planning, design, and construction of new or renovated facilities. Interviews and 
selects architects, construction management firms, and other construction related consultants 
as appropriate. Serves on design teams and keeps the college community well informed of 
construction and renovation projects.
19. Guides the implementation of the College's Facilities Master Plan and the annual and five 
year capital improvement plan.
20. Works closely with other areas of the college to ensure that physical space is used 
effectively and efficiently and consistent with applicable state regulations.
21. Participates in District-provided in-service training programs.
22. Maintains a friendly and supportive atmosphere for students, staff, faculty, and the public.
23. Carries out other duties and special assignments as requested by the college President.
24. Serves as an active member of the Management Leadership Association.
25. Maintains an understanding of current ideas, research and practices pertaining to the areas 
of responsibility for this position, through continued study and participation in professional 
organizations.
26 Performs other related responsibilities as may be assigned.

CONDITIONS OF EMPLOYMENT:



This is a Classified Management position with twelve-month contracts. Paid vacation, 22 days 
annually; and paid accruable sick leave, 12 days annually. A pro-rata reduction will be made for 
employees working less than full-time and less than 12 months. The District provides a health 
and welfare benefit package for employees and legal qualifying dependents.

The work location and assignment within a job classification is determined by the District and 
may be subject to change.

All offers of employment will be contingent upon the availability of funds and approval by the 
Board of Trustees.

The Riverside Community College District is an equal opportunity employer and recognizes the 
need to provide reasonable accommodations to employees with disabilities. For more 
information, contact (951) 222-8039.

The Riverside Community College District complies with all federal and state rules and 
regulations and does not discriminate on the basis of ethnic group identification, national origin, 
religion, age, gender, gender identity, gender expression, race, color, ancestry, genetic 
information, sexual orientation, physical or mental disability, or any characteristic listed or 
defined in Section 11135 of the Government Code or any characteristic that is contained in the 
prohibition of hate crimes set forth in subdivision (1) of Section 422.6 of the California Penal 
Code, or any other status protected by law. This holds true for all District employment 
opportunities. Inquiries regarding compliance and/or grievance procedures may be directed to 
the District's Title IX Officer/Section 504/ADA Coordinator. Harassment of any employee/student 
with regard to ethnic group identification, national origin, religion, age, gender, gender identity, 
gender expression, race, color, ancestry, genetic information, sexual orientation, physical or 
mental disability, or any characteristic listed or defined in Section 11135 of the Government 
Code or any characteristic that is contained in the prohibition of hate crimes set forth in 
subdivision (1) of Section 422.6 of the California Penal Code, or any other status protected by 
law, is strictly prohibited. The Title IX Officer, Section 504/ADA Coordinator for the District is Ms. 
Lorraine Jones, 3801 Market Street, Riverside, CA 92501. Telephone Number is: (951) 
222-8039.  

Required Applicant Documents:
Resume or Curriculum Vitae
Cover Letter
Letter of Recommendation 1
Letter of Recommendation 2
Bachelors or Equivalent Transcript  

Optional Applicant Documents:
Letter of Recommendation 3
Other Document
Doctorate Transcript
Other Transcript
Masters or Equivalent Transcript  

Anticipated: November 2016  



IMPORTANT NOTICES:
* Only electronic, on-line applications are accepted. All supporting materials, required or 
optional, must also be in electronic formats and attached to the electronic, on-line application 
when applying. Supporting materials are only accepted as Adobe Acrobat (.pdf) or Microsoft 
Word files and must be less than 2 MB in size.

* An application will not be considered complete unless all Required Documents are 
electronically attached to the application by the Application Deadline date. An incomplete file 
may subject the candidate to disqualification.

* Paper applications and supporting materials WILL NOT be accepted!

* Letters of reference must be non-confidential and submitted electronically when applying on-
line.

* Interested candidates must apply by the deadline listed above by 8:00 p.m., Pacific Standard 
Time.

* The Riverside Community College District does not require testing at the initial application 
filing period. As you progress through the selection process, you may be required to perform a 
job-related test based on the needs of the work area for which you are being considered.

* The District will make reasonable accommodations for applicants with disabilities. Applicant 
should contact Diversity and Human Resources at (951) 222-8595 for assistance.  

Apply at http://apptrkr.com/873879


