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submitted by our District to various agencies are authored or reviewed by myself to ensure data accuracy and
consistency. These include the annual and quarterly CCFS-311, GANN appropriations limit, FISAPPS, IPEDS,
50% Law, mandated cost claims and parity pay calculations, as well as the CCFS-320 and 321 Attendance
Accounting and all grant and categorical program reports. Another key function I am responsible for is the
preparation of a cash flow analysis that is used to assess our cash position and to determine the need for the
District to issue Tax Revenue Anticipation Notes as a hedge against possible cash shortages. As the District’s
chief liaison with our independent auditors, I coordinate production of our annual audit schedule and ensure that
all post-audit management recommendations are discussed with our audit committee and that corrective action
plans are developed and carried out.

e  Business Services — My responsibilities currently include managerial oversight over the accounting, payroll,
purchasing, accounts payable/receivable, inventory and warchouse systems of the District. I have also been
responsible for managing the hourly personnel services function at San Jose City College. In this capacity I
oversaw the hiring of all adjunct faculty, hourly classified and student workers on the campus. I was also
responsible for contract administration to ensure compliance with all terms contained in our local bargaining
agreements regarding hourly staff. During my six years at San Jose City College I also served as a member of
the District’s negotiating team with the classified employee bargaining unit. Recently, I was appointed as our
District’s alternate member of the Board of our property and liability insurance JPA. In this capacity I have the
opportunity to review and discuss member claims, provide input on coverage limits and rates, and participate in
general policy discussions.

e  Facilities Planning and Management — At both Chabot and San Jose City Colleges I provided administrative
oversight to our facilities planning committees. Additionally, I provided oversight to the design, construction
and remodeling of several facilities, ensuring that project change orders were minimal and did not adversely
impact the College budget. In recent years our district has successfully passed two general obligation bond
measures that will provide in excess of $300 million in construction funds. I am currently responsible to manage
the accounting for all revenues and expenditures within these funds.

e  Support Services — At San Jose City College I was the campus liaison to the facilities department, responsible to
ensure that the needs of the campus were raised and addressed. Toward that end I instituted monthly meetings
with the Facilities Director and the managers of maintenance and custodial departments to give me the
opportunity to bring areas of campus concern to their attention so that they could be proactive in their response
and deal effectively with issues before they became major problems. At San Jose City College I was also given
the responsibility of campus safety officer. As such, I reinstituted the campus safety committee and conducted
regular monthly meetings where issues were discussed and successfully resolved.

° Communication/Collaboration — Over the course of my eleven plus years of community college administrative
experience I have had many opportunities to accomplish results within a collaborative governance structure and
to interact with local governing boards. While at San Jose City College, I served as a member of the College’s
Facilities and Finance Committees, as chair of the Safety Committee and as member, and former chair, of the
College Planning Council (CPC). Each of these committees had membership comprised of the four
quadripartite governance groups of the District (faculty, staff, administration and students) and getting things
accomplished through them required a cooperative approach and an atmosphere of mutual respect. As an
example, while chair of the CPC, it became necessary for the college to make budget cuts on the order of $1.2
million. The CPC was the body used to make recommendations for these reductions to the College President.
Over the course of several meetings, the committee identified areas of possible reductions which were reviewed
by the President and, with minor modification, forwarded to the Finance Committee of the Governing Board for
consideration. It also became my responsibility to present our final budget reductions to the Board’s Finance
Committee in an open meeting. In short, the reductions were adopted and implemented the following fiscal
year.
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o  Leadership — I have already mentioned my past capacities as chairperson of the San Jose City College Safety
Committee and CPC. I was also responsible to lead the annual budget development process for the campus.
Shortly following my arrival at San Jose City College the District began the implementation process for the
Datatel administrative software system. I was enlisted to serve as a member of the District Steering Committee
as well as an alternate team leader for the finance and scheduling implementation teams. Following
implementation of the finance module, I created training documentation for several processes in the student
system and was part of the team that provided training to the Admissions & Records and Business Services staff
from each campus. In short, I possess an excellent working knowledge of various processes contained in the
finance and student system modules. In the summer of 2000 I was also instrumental in researching and
correcting errors I discovered in the Datatel system’s calculations of full time equivalent students. I was able to
help establish a uniform method for entering attendance data into the Datatel system that has helped maintain an
accurate calculation of attendance data for both colleges.

° Innovation — My community college career has also given me opportunities to demonstrate innovative solutions,
mostly in the framework of finance and budgets. In my role as campus business officer, there were several
situations that arose where budget managers felt that they needed additional staff to accomplish some new
workload, but the existing budget was not sufficient to support any new staff. I would meet with the manager
and review their current staffing levels and try to determine if a restructuring of the workload would allow the
additional duties to be assumed by existing staff or would free up enough budget to pay for additional staff.
Many times this discussion led to some course of action that was not originally anticipated by the manager but
did allow them to get their work accomplished, usually without the addition of new staff.

»  Codes and Regulations —I possess a capable working knowledge of the laws and administrative practices of
educational institutions. I refer to, and work with, the California Education Code, Title V, the State’s Budget
and Accounting Manual and the Student Attendance Accounting Manual on a recurrent basis. I receive updates
from the State Chancellor’s Office regarding policy changes that are being contemplated or have been decided
for the system. Additionally, I work with our local district board policies and administrative procedures on a
daily basis.

In conclusion, I am confident that my skills and experience, acquired over my time in leadership positions in both the
public and private sectors, have prepared me to successfully contribute to the work of Ohlone College. Thank you for
considering my application and I look forward to the opportunity to discuss my qualifications at an interview.
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