POSITION TITLE:   Bus Admin Inst Advancement   


CLASS CODE:    0B54                

POSITION SUMMARY 

The Bus Admin Inst Advancement provides leadership services and administers project/program procedures and services.

EXAMPLES OF WORK 

1. Develops and maintains project, department or unit operation.

2. Responsible for the administration of grant funded projects or the development and management of specific programs.

3. Prepares departmental reports, annual reports and maintains expenditures.

4. May supervise and assign work to support personnel.

5. Makes recommendations regarding promotions, salary increases and disciplinary actions.

WORKING RELATIONSHIPS 

Has daily interaction with project, department or unit employees.

SPECIAL JOB DIMENSIONS 

Is responsible for developing, maintaining and providing the administration of project, department or unit operations.

KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of Business Administration.

Knowledge of project, department or unit development.

Ability to maintain expenditures.

Ability to prepare reports, annual reports. 

Ability to supervise. 

Ability to evaluate, determine and recommend promotions, salary increases and disciplinary actions.  

MINIMUM QUALIFICATIONS 

Bachelor’s degree in Business or related field plus 2 years of related experience.  Master’s degree preferred.

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. 

