JOB DESCRIPTION TEMPLATE
Vice President, Finance and Administration
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
A Vice President for Finance and Administration, frequently serving as Chief Financial Officer (CFO), provides visionary financial leadership, operational management, and fiscal stewardship for a university. Reporting directly to the President, the role serves as a key member of the executive team, driving financial strategy, overseeing administrative operations, and ensuring the institution's long-term financial health.
The position calls for a dynamic leader capable of aligning financial operations with the university's mission and supporting its academic and strategic objectives. It is a senior executive role within the higher education sector and the business-side counterpart to the institution's academic leadership.
Key Responsibilities
Financial Strategy & Reporting
1. Lead the development, execution, and continuous assessment of the university's financial strategies to support growth, sustainability, and operational efficiency.
1. Oversee annual budgeting, long-term financial planning, and forecasting, ensuring resources align with institutional priorities and academic initiatives.
1. Direct the preparation of accurate financial reports and ensure compliance with federal, state, and university policies, maintaining transparency through regular reporting to the Board of Trustees and stakeholders.
Risk, Endowment & Capital
1. Develop and maintain effective risk management strategies, financial controls, and policies to safeguard university assets and support regulatory compliance.
1. Collaborate with the Board's investment committee and external managers to ensure prudent oversight of the university's endowment.
1. Oversee the planning, funding, and execution of capital projects, ensuring they are financially viable and aligned with strategic goals.
Administration & Team Leadership
1. Provide oversight for critical administrative functions, including facilities management, human resources, campus safety, and auxiliary services, driving efficiency and continuous improvement.
1. Work with advancement and development teams to align financial strategy with fundraising efforts and develop innovative partnerships that enhance university resources.
1. Lead and mentor a diverse team of finance and administrative professionals, fostering a collaborative, inclusive environment that promotes professional growth.
Qualifications
Education & Experience
1. Bachelor's degree in finance, accounting, business administration, or a related field; MBA, CPA, or advanced degree strongly preferred.
1. Minimum of ten years of senior financial management experience, with at least five in a CFO or similar executive role in higher education, public sector, or a complex nonprofit organization.
Knowledge & Skills
1. Proven strategic financial leadership, with expertise in budgeting, financial planning, and resource allocation, plus in-depth knowledge of higher education financial systems, endowment management, and capital financing.
1. Experience managing diverse operational functions such as facilities, HR, and auxiliary services within a large organization, with a strong understanding of federal and state regulations and nonprofit accounting standards.
1. Exceptional communication and interpersonal skills, with the ability to engage and influence stakeholders across all levels of the institution.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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