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ADMINISTRATIVE UNIT REVIEW 2009 

	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.

	Plan, monitor, control and implement financial operations, business services, facilities, purchasing, sponsored research, auxiliary operations.  In the areas that report to the unit, we have added new positions of facilities director (to handle the PECO-related projects) and a sponsored research director to work with our federal earmark and grants.  The unit itself has remained stable with no change in personnel.  
 

	

	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 oversees the business, facility, reporting and research aspects of the institution.  In so doing, this entity indirectly supports the academic, student services, and human resource areas by providing financial, administrative, and computing assistance in order for the efficient day to day administration as well as provide compliance with state and federal reporting requirements.  The Business Office comprises the accounts payable, accounts receivable and cashiering operations.  The latter services the entire student body which encompasses over 2800 students enrolled in a full and part-time capacity.  The other functions served by this entity serve an administrative staff of over 80 people and a faculty in excess of 20 full-time employees. 


	

	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.

	The acquisition of a federal earmark has necessitated this area provide a newly created department, Sponsored Programs, which is to provide grants and administrative oversight to the entire federal earmark/grants area.  Support of faculty engaged in grant writing is also a function of this area.  This individual would also be critical to the support of selected programs and the entire College through the development and submission of grants which are desperately needed to sustain our development stream. 
Poor service from our previous bookstore has necessitated this unit to look toward other avenues to provide this important function to students.  An RFP for bookstore services had yielded only the incumbent as a bidder, so the College had explored going with an online book company.  The online bookstore has become much more familiar to students while a separate College Store was created in the former bookstore’s wake in order to serve students with day to day items such as supplies, apparel, gifts and snacks.  Books can also be ordered from kiosks physically located within the confines of the old bookstore.




	6. Explain your satisfaction with your assessment of your 08-09 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	We are pleased with the assessment of our 08-09 plan although a number of items, specifically anticipated grant awards that looked promising, never materialized.  The nature of the economy had increased the competition statewide and nationally, whereby counting on a wide variety of grants as supplemental sources of revenue, though legitimately intended to provide revenue assistance, was never realized.   Grants in Marine Science were forthcoming and have helped that program immensely. General College-related grants are awards that can also be very helpful, especially in terms of providing relief to our operating budget in times, such as these, of economic uncertainty.
The budget planning model never materialized due primarily to a change in personnel.  As new employees were getting used to our way of operating and becoming acquainted with the nuances of their position, a continuation of the past budget paradigm was used.  This had a minimal effect upon the objectives of our area as a dynamic budget was determined and used by the Executive team on an ongoing basis.  Budget planning will resume as intended for this coming year (10-11).




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

	As the volume of our work is increasing, specifically in the area of contracts, it is important that we have the coverage we need to adequately respond to the need for documenting, categorizing and retrieving information.  A part-time assistant would greatly relieve the burden placed upon our current  Executive Assistant and enable her to concentrate on her other work assignments.     

In areas that report to this unit, there are some personnel needs.  With an institution this small, there are never enough resources to go around.  Additional personnel resources are especially needed within the areas of purchasing and the business office where the volume of transactions requires additional staffing to handle the volume.  As mentioned in the next section, we are going to have to coordinate with individuals who would be hired in housing./residence life office, 

 


	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 next this year’s (2009-2010) or next year’s (2010-2011) annual plan to promote continued growth. 

	Although this is not an area that would most likely be within our unit, there would be a need in next year’s annual plan to include the incorporation of a residence life unit to support the new student housing that is currently planned for the College currently slated to start in Fall 2011.  Since student housing has been a priority that has been accorded this entity, it is imperative that we work together to make this a reality.  



	9. This Unit’s operations are:

	
	
	
	

	X
	Strong
	Please explain:
	As new employees are becoming more knowledgeable of their areas and their comfort and level of expertise increases, procedures have been put into place whereby mistakes from previous times would not be repeated and much needed continuity can occur.

	

	
	Moderate
	Please explain:
	

	

	
	Weak
	Please explain:
	


	10. Please indicate your overall recommendation for this program:

	
	Continue with current operating plans
	Please explain:
	

	

	
	Incorporate new objectives/outcomes into current 2009-2010 plan
	Please explain:
	

	

	X
	Include identified future needs in the spring planning for 2010-2011
	Please 
explain:
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