
 Administrative Policy § 2180 
 Page 1 of 3  
Policy adopted: 05/10/71 
Revised: 06/13/83; 02/10/86; 12/1987; 01/1989; 12/1990; 06/1995; 10/08/96; 03/25/98; 11/02; 9/03; 10/03; 02/05; 
10/05; 6/06 
Reviewed: 1992  
 

I. Administration 
 

A. Chief Financial Officer 
 

The Chief Financial Officer occupies a line position responsible to the president 
of the college.  Duties include the following areas of responsibility: 

 
1. Be administratively responsible for the business services of the college 

district. 
 

2. Direct all financial accounting, including budgetary expenses, auxiliary 
enterprises, student activities, and student housing. 

 
3. Provide duplicate deposit slips for all money deposited from the Tax 

Office, all money received from the State for all purposes, and all other 
money received for the college district. 

 
4. Assist in preparation of the budget, keep accurate accounting of 

expenditures of each item in the budget, and report to the president when 
the amount of money for any item in the budget is exhausted; notify 
individual responsible for account involved. 

 
5. Assist in the institutional planning process as it relates to the area of 

responsibility and to the institutional mission, recommending necessary 
financial and accounting changes to the president. 

 
6. Assist the president in identification, collection, and analysis of data 

essential to ongoing evaluation for improvement of programs. 
 

7. Insure that in each evaluation the use of research data to improve 
programs is documented and outcomes are described. 

 
8. Audit all claims and approve all bills for payment. 

 
9. Prepare monthly financial statement for the board and others as directed 

by the president. 
 

10. Record and file all official documents involved in business transactions, 
such as contracts, agreements, real estate titles, abstracts, insurance 
policies, etc. 
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11. Supervise and maintain an inventory of all properties of the college 
district. 

 
12. Serve as purchasing officer for the college district. 

 
13. Prepare and receive all bids presented to the board in sealed form for 

awarding by the board. 
 

14. Sign for trust receipts as directed by the board of trustees. 
 

15. Recommend to the board of trustees the policy of time deposits and 
investments of surplus funds. 

 
16. Prepare and supervise all contracts, other than personnel contracts. 

 
17. Work in conjunction with the president in awarding all bid items. 

 
18. Serve on the Administrative Staff and the President's Council. 

 
19. Supervise the receipts of all materials ordered by the college and make 

proper record of same. 
 

20. Supervise the sale of aged or obsolete college properties. 
 

21. Work closely with the college insurance servicing agents in the total 
insurance and bonding programs of the college. 

 
22. Work with agents servicing the college group hospitalization program in 

handling claims and other related needs of college personnel. 
 

23. Monitor the cafeteria and bookstore operation of the college as directed by 
the president. 

 
24. Monitor the payroll operations of the college as directed by the president 

of the college and the board of trustees. 
 

25. Monitor new construction and maintain proper records as required by the 
state and federal government. 

 



 Administrative Policy § 2180 
 Page 3 of 3  
Policy adopted: 05/10/71 
Revised: 06/13/83; 02/10/86; 12/1987; 01/1989; 12/1990; 06/1995; 10/08/96; 03/25/98; 11/02; 9/03; 10/03; 02/05; 
10/05; 6/06 
Reviewed: 1992  
 

26. Represent the college at educational, business, and community meetings 
upon approval of the president. 

 
27. Maintain financial relations with state and federal agencies. 

 
28. Review as needed budget items and items affecting expenditures with 

appropriate individuals. 
 

29. Serve as program director of Scurry County Senior Center. 
 

30. Monitor physical plant operation maintenance. 
 
31. Supervise the operations and administration of the financial aid 

department. 
 
32. Supervise the operations and administration of the grounds. 
 
33. Supervise the operations and administration of the pro shop. 

 
34. Perform other duties as assigned. 
 
35. Minimum education requirement – Bachelor’s Degree 

 


