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JOB DESCRIPTION

VICE PRESIDENT FOR FINANCE & ADMINISTRATION 



PURPOSE

The Vice President for Finance and Administration is the chief business and financial officer for Union Presbyterian Seminary, and is responsible for the management and oversight of the Seminary’s finances, central services, technology services, physical plant, human resources, and security.  In addition, the Vice President serves on the Executive Staff of the President, and provides oversight for the Board of Trustees’ Business and Finance Committee, Audit Committee, Retirement Committee, and Investment Sub-committee.

QUALIFICATIONS

Bachelor’s Degree in pertinent area required, MBA and/or CPA preferred.
Significant experience in:
	Personnel Administration
	Physical Plant Management
	Project Management
	Endowment Management
	Budgeting and forecasting preferably in a higher educational environment
	Familiarity with Great Plains accounting software preferred

RESPONSIBILITIES

Provides administrative management and support to the following areas:

A. Financial Operations:

[bookmark: _GoBack]Assures that stewardship of financial resources is of the highest quality to further the mission of the institution.  Supervises and maintains a budget preparation procedure that reflects sound planning and solicits input from all relevant constituencies.  
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B. Technology Services:

Ensures that faculty, students, and staff have access to current technology and supporting services required to enhance the teaching/learning environment.  Assures that appropriate training is made available on a timely basis for all institutional users of technology.

C. Physical Plant/Operations:

Assures that the institution has adequate human, mechanical, and financial resources to meet its current and future requirements to support the mission of the institution.  This includes but is not limited to:  
· Central Services - responsible for photocopy and the internal/external mail needs of the entire community.  
· Security – Maintains a heightened awareness of security concerns for all constituencies of the community including the staffing of our security force.  The VP also determines the need for campus closures due to security and/or inclement weather concerns.
· Physical Plant - Reviews annually all maintenance needs as well as monitors and implements any renovations to all campus facilities.  

D. Human Resources:

Assures that the institution is staffed with appropriately trained Human Resource professional and monitors the retirement plans, as well as health, life and disability benefit choices for all faculty and staff.

E. Meets on a regular basis with direct reports to provide management oversight and support.  

F. Oversees all legal matters of Union Presbyterian Seminary, including but not limited to employment law, tax, investment, financial transactions, immigration, insurance, risk management, litigation, land use and construction and real estate transactions.

G. Food Service – Oversees food service operations including the café and on-campus catering services.
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