	LOUISIANA SCHOOLS FOR THE DEAF & VISUALLY IMPAIRED
POST OFFICE BOX 3074 - 2888 BRIGHTSIDE DRIVE

BATON ROUGE, LOUISIANA  70821

	JOB VACANCY 

POSTED:  07/27/2010

	JOB TITLE

Comptroller
	AGENCY

LSDVI Shared Services/Fiscal Office

	CITY:

Baton Rouge
	PARISH

East Baton Rouge

	AGENCY TRACKING #:  LSDVI2010-38

	MINIMUM HOURLY:  Depends of Qualifications


	TYPE OF VACANCY:     Regular Unclassified – 12 month position      DEADLINE:  Tuesday, 08/03/2010


	HOW TO APPLY:

 Preference may be given to applicants with Braille and/or American Sign Language skills.
Applications for this announcement will be accepted online by clicking the "apply link" located on the Civil Service web site under Job Seekers at www.civilservice.la.gov
For more information you can contact the Human Resource Department of the LA Schools for the Deaf & Visually Impaired located at:
2888 Brightside Lane
Baton Rouge, LA  70821 
email address for this position is:
sross@lalsd.org  and please reference the job title in the subject box of the email.

	MINIMUM QUALIFICATION REQUIREMENTS:

Possession of a Bachelor’s degree in Business Administration, Accounting, or related area or 20 years of public administration or accounting and/or financial experience in State or Federal Government plus five years administrative or supervisory experience in the areas of business administration, facility management, and/or accounting.  School business administration or management experience preferred.
A Master’s degree in Business Administration, Accounting, or related area will substitute for two years of the required administrative or supervisory experience.
Credentials of the applicant must include good human relations and management skills with which to develop and maintain a cohesive common purpose staff and to direct the functions of subordinates.




	NECESSARY SPECIAL REQUIREMENTS:

POTENTIAL EMPLOYEES MUST PASS DRUG SCREENING AND CRIMINAL BACKGROUND CHECK.

	GENERAL INFORMATION

The Immigration Reform and Control Act of 1986 requires all employees hired after November 6, 1986, to provide proof of identity (i.e. driver's license) and eligibility to work in the United States (i.e. original social security card or birth certificate).  In compliance with the Child Protection Act of 1987, all employees hired after September 30, 1987, must clear a criminal history check.  In compliance with Executive Order 98-38 and R.S. 49:1001 et seq., prospective employees must clear a drug screen test to be considered for employment.

	The Louisiana Schools for the Deaf & Visually Impaired does not discriminate on the basis of age, sex, race, handicap, religion, veteran's status, or national origin in its employment practices and access to its programs.


THIS POSITION ANNOUNCEMENT IS FOR SHARED SERVICES.

I.     Performance Responsibilities: 

A. Provides professional administrative leadership and direction in the management of the shared business activities of the Louisiana School for the Deaf and the Visually Impaired (LSDVI) and for sections assigned to the Business Department. 

B. Responsible for all aspects of the budget for LSDVI; develops and directs the preparation, implementation and monitoring of the school’s budget.  Communicates with agency personnel concerning their requests for inclusion in Annual Budget

C. Ensures timely, accurate business and financial reports that are prepared in accordance with Generally Accepted Accounting Principles (GAAP).

D. Provides systematic fiscal operation and management functions for LSDVI shared services. 
E. Directs and monitors the budgeting, receipt, disbursement and accounting of all appropriated and non-appropriated funds for LSDVI.

F. Directs the submission of project grant applications for funds and claims for reimbursement of expenditures from local, state and federal agencies.

G. Establishes and develops long range strategic plans.  

H. Assists in the development and implementation of LSDVI school policies and procedures.

I. Monitors current policies and procedures of the Business department to ensure correct application; develops and implements new policies, procedures and internal controls to ensure efficient use of staff and that LSDVI goals and objectives are achieved. 

J. Serves as an advisor and advocate of facility wide compliance with internal controls to maintain accountability.  

K. Assists the Business Manager in determining priorities for all LSDVI departments within the parameters of budget constraints inclusive of changes to the organization’s structure.

L. Researches and implements cost saving measures and alternative means of financing to accomplish the stated mission of LSDVI.

M. Develops funding strategies to allow LSDVI to provide the most cost efficient services possible and utilize all funds available.

N. Directs the maintenance of historical business records, reports and files for LSDVI.
O. Implements LSDVI school philosophy and program.

P. Promotes the administrative team concept. 

Q. Recognizes and follows established communication channels.

R. Uses time effectively.

S. Maintains complete and accurate records.

T. Applies knowledge and skills of supervision to programs and personnel.
U. Delegates responsibility as appropriate.

II.     Additional Responsibilities:

A. Exhibits a willingness to accept and use suggestions for improvement

B. Demonstrates reliability and punctuality in attendance and in meeting obligations.

C. Exhibits professional ethics.
D. Exhibits initiative.

E. Exhibits knowledge of special education rules and regulations associated with implementation of state and federal laws.
F. Develops and implements a Professional Growth Plan in consultation with the designated supervisor.

G. Completes a self-evaluation.

H. Performs other duties as assigned.

