CLASS TITLE:   Associate Director Administration
CLASS SUMMARY 

The Associate Director Administrator provides overall information and support of business functions to the Vice Chancellor and Assistant Vice Chancellor for Regional Programs on all finance matters.
EXAMPLES OF WORK 

1.   Financial projections and analysis of all AHEC/Budget Development/Grant Administration. 

2.   Facilities Management/Space Utilization.
3.   Human Resource Management 

4.  Performs related responsibilities as required or assigned. 

WORKING RELATIONSHIPS 

The Associate Director Administrator interacts with subordinate employees and occasional contact with other staff, vendors, and the general public. 

Associate Director Administrator (CONT.) 

SPECIAL JOB DIMENSIONS 

Limited in-state travel is required. 

KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of financial projections, and budget development. 

Knowledge of grant administration. 

Ability to manage employees. 

Ability to compile information into report form. 

Ability to perform budget reconciliation. 

Ability to coordinate with other Regional Programs managers areas. 

MINIMUM QUALIFICATIONS 

The formal education equivalent of a Bachelor’s degree in Management, CIS or related field plus 5 years progressively more experience within business management. A Master’s degree is preferred. Experience in accounting principles, personnel practices and grant writing is very desirable.
Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee. 

