
JOB DESCRIPTION- ASSISTANT VICE PRESIDENT OF BUSINESS AFFAIRS

General Description/Primary Purpose: This position reports to the Executive Vice President of
Finance and Operations and is responsible for fiscal management and other administrative operations of
the institution. This position will serve as the Comptroller for the institution and will assist the Executive
Vice President of Finance and Operations with coordination and execution of initiatives and projects.

Classification: Full-Time, Exempt Staff

Salary: Salary commensurate with experience and qualifications, plus full fringe benefits.

Appointment: 12 mon ôc l
Oe





Qualification Standards:

1. Minimum Educational Qualifications: Bachelor’s degree or other combination of education
and experience. Knowledge of general principles of accounts payable, accounts receivable along
with local, state, and federal government regulations/laws preferred. Knowledge of accounting
principles and practices as well as financial statements, reports and budgets. Exhibit initiative,
mature judgment, resourcefulness, confidentiality and strong interpersonal and communication
skills. CPA preferred.

2. Minimum Experience: Two-year college and/or university experience in business services or
related areas preferred. Experience and/or training in working effectively in a racially and/or
culturally diverse workplace.

3. Professionalism: The Murray State College staff members are expected to show professional
competence, integrity, and enthusiasm in performing all responsibilities.

4. Image: Murray State College employees are expected to maintain a neat, well-groomed,
professional image while performing their responsibilities.

5. Background Check: The successful candidate must give permission to have a formal
background check conducted and employment is contingent upon the results of the national
criminal and sex offender background check
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