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ADMINISTRATIVE UNIT REVIEW 2010

	1. Name of Unit:
	Vice President for Finance and Administrative Services

	
	

	2. Employees in Unit and their Titles:
	John J. Kehoe

	
	Cynthia Hullum

	
	

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	
The purpose of this unit is to coordinate the Finance and Administrative functions to include Business Office, Facilities and Maintenance, Sponsored Research, Institutional Research, purchasing and Campus Store.  Areas reporting to this unit have experienced turnover, especially in Business Office and Maintenance which has resulted in replacements with lack of knowledge in processes and procedures.  However, on the job training has been afforded to mitigate the impact such transitions had effected.  Specifically this unit provides the contractual responsibilities for all outside contracts for goods and services provided to the institution. Increasing responsibilities for SACS and Student Housing necessitated establishment and continuation of contractual obligations for these two initiatives while it was decided that the contract for the Federal lobbyist would not be continued due to resource constraints.  Ongoing contractual obligations were effected in numerous areas with two large areas, cleaning and landscaping awarded as the result of RFPs.


 

	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	
This unit supports every other unit in the College by providing the necessary financial and physical resources for the continued operation of the institution.  Students are directly supported through the work of the Business office which, in conjunction with this office, prepares and monitors the budget as well as supervises, facilities and Campus Store while other areas such as Sponsored Programs and Institutional provide infrastructure and information for policy decisions affecting students and staff.   This unit is also in the forefront in the Student Housing initiative as one member was a member of the now-defunct Island Living Foundation and is the chairman of the Florida Keys Campus Foundation.  Weekly interaction via conference calls is made with the developer, investment banker, bond and board attorneys.  





	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	
Reductions in resources have not hampered this unit over the past year but could impact these operations prospectively. New initiatives in federally required direct lending and purchase card payment of bills create both a challenge and could be a significant improvement respectively.  A greater reliance on grants and diversified revenue sources is forecast as State resources continue to decline.  





	6. Explain your satisfaction with your assessment of your 09-10 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	
This area was able to accomplish our objectives and outcomes.  Areas reporting to this unit that did better than expected were the campus store which has served to provide students with day to day supplies, logo apparel items and snacks and drinks.  Of particular note has been the success of the “dive shop” within the campus store which has exceeded our expectations in terms of sales and profitability.  As the campus store is exploring and working with other areas, such as criminal justice and nursing, it is expected that the demand for services will continue to increase.   The online bookstore also met with moderate success as most students appear to have adjusted their planning perspective in pre ordering books.  Issues relating to arrival times for books are being addressed with the company and the latter has “staffed up” to expedite order filling in a timely manner.  Mention in last year’s plan of a residence life person to coordinate the activities of this intended new function on campus as well as the attendant support functions mentioned in last year’s report pertaining to a convenience store type of operation have become much in the forefront of discussion and planning (as well as other student housing related planning information).  Data reports also mentioned in last year’s plan have been produced giving staff and policy makers further information but it appears that such reports are not universally utilized in making decisions.  Additional ad-hoc reports reflecting trends in a number of areas should also be regularly produced for this purpose.   Our increasing presence in the grant arena necessitated.

New grants that were received, such as the NOAA, NSF, Emergency Preparedness Grants will assist specific programs and the institution in preparing for ongoing needs.  Domestic Security and Homeland Security grants will provide an additional level of security and preparedness.  Working with the facility director, security improvements such as fencing, security cameras and increased security presence along with a vulnerability assessment review by the insurance company and Sheriff’s department has greatly assisted in making this campus more secure.    Grant procedures are being developed in support of this function and will greatly clarify the role, scope, purpose and rules grants can play institutionally.





	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	
Although, like most areas we are trying to accomplish the most with the resources we have, there is always a need for greater efficiency,   A staff of two individuals puts inordinate stress on individuals as they try to keep up with the host of issues prevalent on campus.  The influx of new employees has increased the need for office updating complete with adequate furniture and functional equipment and infrastructure.  The burden on our Executive Assistant to provide for this function, in addition to her other functions has diluted her ability to keep up with other functions, one of which is serving as a backup for an overworked purchasing person.  Reductions in financial resources have also affected expenditures for outsourcing efforts in contracted cleaning and security efforts.  Areas that report to this unit are still understaffed considering the volume of activity they are requested to handle.  

 



	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in this year’s (2010-2011) or next year’s (2011-2012) annual plan to promote continued growth. 

	
In addition to additional resources for contractual obligations, an additional assistant could be of benefit to catalog and put the large contract files in a database. Familiarity with ordering and purchasing requisitions would also be a benefit to increase ordering turnover time.  Efficiency is the name of the game and placing contracts online in a database form would assist with retrieval, updating and categorizing.  Improvements in controls of the purchasing card will enable a more efficient mechanism whereby supervisors will be apprised of the actual and anticipated spending of their employees  in areas on a universal basis.   Given the enrollment trending, continued institutional growth may not be a realistic expectation. 








	9. This Unit’s operations are:

	
	
	
	

	X
	Strong
	Please explain:
	Given the degree of activities accomplished vis-à-vis the resources available, like many other areas, the contributions of the employees in this unit has been remarkable.

	

	
	Moderate
	Please explain:
	

	

	
	Weak
	Please explain:
	



	10. Please indicate your overall recommendation for this program:

	X
	Continue with current operating plans
	Please explain:
	The functions of this area are vital and basic and directly relate to the mission of the institution.  

	

	
	Incorporate new objectives/outcomes into current 2010-2011 plan
	Please explain:
	

	

	
	Include identified future needs in the spring planning for 2011-2012
	Please 
explain:
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