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Job Announcement
Position:  
Vice President of Administrative Services
Location:  

 Adamson Square
Department:  
 Administrative Services
Reports to: 
President
FLSA Designation: Exempt 
Nature of Duties: 
The Vice President of Administrative Services, organizes, oversees, and directs assigned functions that will fulfill the college’s major goals, objectives and mission.  This position is responsible for the management of the daily internal operations for the college to include the Business Office, Bookstores, Facilities, Financial Aid, Security and Compliance.    Prepares and maintains total budget for a technical college, directs the forecast of additional funds needed for staffing, equipment, materials and supplies, monitors expenditures, and makes mid-year corrections.  the establishment of short-term and long-range plans relating to the design, construction, engineering and repair and maintenance projects in support of overall facility goals and objectives of the technical college.  Oversees building security staffing, ensures policies and procedures relating to the administration of building security, parking and emergency preparedness are followed, oversees operations of the technical college's bookstores and compliance in areas to include but not limited to Financial Aid, Business Office and Bookstores.  

Required Minimum Qualifications:
Bachelor's degree *and* Seven (7) years of related work experience OR Master’s degree *and* Three (3) years of related work experience

Preferred Qualifications

· Previous experience in Generally Accepting Accounting Principles (GAAP) and  Governmental Accounting Standards;
· Previous work experience in post-secondary education;
· Proven project management skills;

· Masters degree in Administration, Finance or related field.
Salary/Benefits: Salary high $90’s to low $100s based on qualifications.  Benefits include 12 paid state holidays per year; earn 10 hours per month of both vacation and sick leave; participant in state retirement plan; health and flexible benefits available. 
Method of Application: Interested candidates must apply through electronic application system at: www.westgatech.edu.  Cover letter, with salary requirements noted, is required for consideration.
Note: Selected candidate must successfully complete a background check to include employment references, criminal history, and verification of employment prior to hire.  

Employment Policy: The Technical College System of Georgia and West Georgia Technical College do not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.  Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.
