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        CLASSIFICATION DESCRIPTION Job Code: C3442 
  Original Date: 07/1989 
  Last Revision: 06/2019 
Title: Director, Fiscal Services  Staff Type: Classified 
  FLSA status: Exempt 
Unit: Management  Salary Range: 20 

 

DEFINITION 
 
Under the general direction of the Executive Vice Chancellor, Business and Technology Services, develop and monitor all 
of the District’s annual budgets and audits; and responsible for directing, administering, planning, controlling, organizing 
and implementing all districtwide fiscal related operational support services, including complex and responsible accounting 
activities related to the District’s financial management and reporting in compliance with established policies and 
procedures. The Director is responsible for providing a high standard of visionary leadership and direction related to all 
fiscal operations and administrative services, and other duties and areas as assigned. 
 
DISTINGUISHING CHARACTERISTICS 
 
The Director, Fiscal Services, is the senior-level administrative position responsible for all districtwide fiscal operational 
areas to include, but not limited to: Budget development and monitoring, Accounting for all fund types, Fixed Asset 
Accounting, Cash Management, Revenue and Expenditure Control, Accounts Payable, Grants and Contracts, and 
Financial Reporting. The focus of this management position is on planning, organizing, directing, controlling, managing, 
and providing direction to directors, managers, supervisors, and their immediate staff of the various functional areas of the 
Fiscal Services Department within the Business and Technology Services Division. Provides technical expertise and 
guidance concerning budget, accounting and financial matters, and also provides direction and oversight in operational 
goal setting, intermediate- and long-term planning, and maintaining approval oversight. The Director, Fiscal Services, 
provides support to District, campus, and external constituencies, and acts as a liaison through service on committees, 
and/or workgroups and other duties as assigned. 
 
 
EXAMPLE OF DUTIES 
 
 1. Develop and monitor the District’s annual budgets and multi-year projections and prepare or monitor the 

preparation of all related State reports; plan, organize, and monitor all accounting functions of the District 
and other related fiscal services as assigned. 

 
 2. Provide coordination, planning, development, and implementation of comprehensive programs related to all 

functional areas of Fiscal Services. 
 
 3. Provide leadership and technical support to the Fiscal Services team.  Train, supervise, and evaluate the work 

performance of assigned staff; provide technical direction and guidance; recommend personnel actions, 
including employment, change in status, and disciplinary action. 

 
 4. Evaluate and analyze the work efforts, problems, and issues related to all areas of Fiscal Services; develop and 

implement processes for solutions. 
 
 5. Develop, implement, and monitor departmental procedures, forms, and regulations to assure efficient and 

effective practices.  Assure compliance with appropriate laws, codes, rules, and regulations and provide for 
the establishment and maintenance of appropriate fiscal related records and audit trails. 

 
 6. Direct department staff in planning, developing, and implementing effective programs, business practices, and 

support services in assigned areas of responsibility. 
 
 7. Direct the preparation of the District’s annual budgets and monitor and control them throughout the fiscal year. 
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 8. Direct and participate in the preparation of District financial reports. Prepare multi-year and annual projections of 
revenue and expense forecasts in determining and monitoring the District’s financial position while ensuring 
compliance with all mandated local, State, and federal reporting requirements. 

 
 9. Direct the close of the fiscal year, coordinate and oversee all annual contracted audits. Analyze audit reports, 

prepare written responses, and develop and implement any modifications to accounting systems. 
 
10. Ensure compliance with generally accepted accounting principles (GAAP) and all Governmental Accounting 

Standards Board (GASB) pronouncements. 
 
11. Direct the preparation of all necessary financial agreements for the District, including banking relationships, audit 

contracts, financing agreements, and any agreements necessary to assist in providing funds to meet the District’s 
cash flow requirements. 

 
12. Maintain proper accounting controls over all District revenue and expenditures and ensure compliance with all 

appropriate internal controls. 
 
13. Develop, coordinate, maintain, and recommend improvements and modifications to ERP systems and associated 

applications related to all Fiscal Services functionalities. 
 
14. Implement and coordinate the Diversity and EEO compliance policies and requirements related to areas of 

responsibility. 
 
15. Prepare reports and make recommendations to the Executive Vice Chancellor for Board, Chancellor, and Cabinet 

members; communicate districtwide, fiscal related support services and operational issues/matters as legally 
required and/or directed.  

 
16. Serve on various District taskforces, committees, and councils as directed. Attend local, State, and national 

conferences as directed. 
 
17. Serve as Acting Administrator for Business and Technology Services Division as assigned by the Executive 

Vice Chancellor. 
 
18. Perform related duties as assigned. 
 
 
DESIRABLE QUALIFICATIONS 
 
 Knowledge: 
  Applicable sections of California Education Code; IRS code, California Code of Regulations, and 

Governmental Accounting Standards Board (GASB) regulations. 
  Business and contract law. 
  District organization, operations, policies, and objectives. 
  Enterprise operations. 
  ERP systems management and improvements. 
  Microsoft Office suite applications. 
  Modern office practices, procedures, and equipment, including computer hardware and software. 
  Oral and written communication skills. 
  Principles and practices of accounting and budgeting. 
  Principles and practices of administration, organization, and training. 
  Principles and practices of auditing and general financial reporting requirements. 
  Principles and practices of internal controls. 
  Recordkeeping techniques. 
  Technical aspects of field of specialty. 
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 Skills and Abilities: 
  Administer and effectively manage operational areas. 
  Analyze situations accurately, draw sound conclusions, and adopt an effective course of action. 
  Assure compliance with generally accepted accounting principles (GAAP), Governmental Accounting 

Standards Board (GASB) requirements, and federal and state requirements. 
  Communicate effectively both orally and in writing. 
  Demonstrate commitment to ethical practices in all dealings. 
  Demonstrate interpersonal skills using tact, diplomacy, and courtesy. 
  Establish and maintain effective working relationships with others. 
  Establish effective financial controls. 
  Interpret, apply, and explain District rules, policies, and procedures. 
  Maintain records and prepare reports 
  Meet schedules and timelines. 
  Operate computers and business-related software, including word processing, spreadsheets, and 

databases. 
  Perform high level technical and specialized accounting and financial record management and reporting 

functions. 
  Plan, direct, and supervise work 
  Prepare clear, accurate, and timely financial reports. 
  Train, supervise, evaluate, and provide work direction to assigned staff. 
  Understand, interpret, and write contract language. 
  Work cooperatively with others. 
  Work independently with little direction. 
 
 Training and Experience: 
  Any combination of training and experience equivalent to: Master’s Degree in Business Administration 

or related field, a Bachelor’s degree in Accounting or related field, and extensive experience in budgeting, 
accounting, enterprise operations, or other business operations in a community college or other non-
profit public sector organization of which at least three years was in a management or senior level 
supervisory capacity. 

 
 License: 
  Valid California driver's license. 
  CPA, CMA, or related certification is desirable. 
 
 
WORKING CONDITIONS 
 
 Physical Requirements: 
  Category III 
 
 Environment: 
  Favorable, usually involves an office. 


