
 HEARTLAND COMMUNITY COLLEGE POSITION DESCRIPTION 
 

Title:  Vice President of Business Services 

 

Title of Supervisor: President 

 

General Responsibilities: 
The Vice President of Business Services is the chief business and financial officer of the College.  General 
responsibilities include providing executive leadership, direction, and support for the planning and 
operations of the College’s fiscal, human resources, administrative services, information technology, and 
facilities units.  

 

Required Qualifications: 
1. Master’s degree in business or a closely related field.  
2. A proven record of leadership managing fiscal, human resources, administrative services, 

information technology, or facilities units including at least five years of such experience in an 
educational institution. 

3. Strong management, organizational, interpersonal, and motivational skills. 
4. Demonstrated ability to work with widely varied stakeholders both internally and external to the 

College. 
5. Excellent oral and written communication skills.  
 

Desired Qualifications: 
1. Doctorate degree. 
2. Experience in higher education, especially Illinois community college experience. 
3. Management experience in a collective bargaining environment. 
 

Essential Functions and Duties: 
1. Direct the College fiscal, human resources, administrative services, information technology, and 

facilities departments and activities as well as any other areas determined to be within the 
Business Services unit of the College. 

 
2. Serve as the principal advisor to the President on matters of finance and general business 

operations of the College. 
 
3. As a member of the executive leadership team (Cabinet), contribute significantly to policy 

development and major strategic planning and resource allocation decisions.   
 
4. Oversee the planning processes related to budget and finance, human resources, administrative 

services, information technology, and facilities.  Establish goals and implement operational plans 
for these departments consistent with the strategic plan of the College. 

 
5. Provide leadership in recruitment, selection, evaluation, and development of key staff in 

Business Services. 
 
6. Coordinate the development of the annual budget as well as multi-year financial projections to 

be used for planning purposes and special analyses and reports.  
 
7. Develop and maintain proper budgeting, accounting, contracting, and personnel resources, 

report preparation, and management within Business Services. 
 
8. Assess College property tax needs and prepare tax levy requests for Board approval. 

 
9. Oversee activities and assets associated with public fund investments. 

 
10. Establish and maintain a risk management program designed to minimize potential losses, and 



serve as the responsible party for risk management matters including College safety and 
security considerations, auditing, insurance, and procurement. 

 
11. Promote a culture of collaboration and cooperation with other members of the College 

community to ensure integrated and coordinated operations.  
 
12. Keep abreast of new developments and maintain a creative and receptive attitude toward 

change supportive of continuous improvement of operations and services, and consistent with 
the College commitment to the Academic Quality Improvement Program (AQIP) and a constant 
focus on student success.   

 
13. Attend Board, Cabinet, and other meetings as appropriate and prepare recommendations and 

supporting documentation as needed.  
 
14. Serve as Treasurer of the District upon appointment by the Board of Trustees. 

 
15. Provide financial and administrative assistance to the Heartland Community College Foundation 

by serving as its Secretary/Treasurer. 
 
16. Serve as the College Freedom of Information Officer. 

 
17. Serve as the College Ethics Officer. 

 
18. Represent the College in local, state, and national professional organizations, and establish 

linkages with appropriate local, regional, and state resources and agencies and public groups. 
 

Other Duties and Responsibilities: 
This job description does not state or imply that the duties listed on this description are the only duties to be 
performed by the employee in this position.  The incumbent may be required to follow other instructions and 
to perform other duties requested by his or her supervisor within reason. 
 
 

Tenure Track: No 

Grant funded: No 

Classification: Executive 

Position Grade: Cabinet 

PS Position No.: 00003340 


