
 
Job Classification Description 

 

BUSINESS MANAGER/CCV Grade 16 

Non Bargaining Unit       Exempt 

 

BASIC FUNCTION 

To manage and coordinate business and financial activities of CCV; to develop,  

monitor and modify related policies and procedures, and supervise and/or act as 

facilitator to business office personnel. 

 

CHARACTERISTIC DUTIES & RESPONSIBILITIES 

• Plan, implement, administer, coordinate, monitor, and evaluate the specific  

services and activities of all assigned financial and business management  

functions, including operating policies and procedures. Develop and modify  

policies/procedures/systems in accordance with institutional needs and  objectives, 

as well as government regulations. 

• Exercise full supervisory authority, directly and indirectly, over 10 to 14 office staff 

members.  Plan and conduct training programs and staff  meetings.  Confer 

regularly with staff to plan and coordinate activities, assign and review work, assist 
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• Prepare, analyze and present various accounting/financial reports on routine 

business cycle and special project status to college management, provide related 



 


