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Job Description 

Job Title:  Deputy Chief-Business Affairs JTC: ARA 

Salary Range: E11   FLSA:  Exempt 

Since 1965, we have served more than 3 million students.  Dallas County Community College District 
(DCCCD) is one of the largest community college systems in the state of Texas, which includes seven
independently accredited colleges located around the Dallas/Fort Worth area.

POSITION SUMMARY 
Responsible for the administrative processes, leads strategic planning, and develops tactical 
initiatives of the assigned organization.  Develops goals, objectives, strategies, and facilitates 
organizational growth and change.  Manages personnel and ensures compliance with DCCCD 
administrative and operational policies and procedures. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Experience providing strategic leadership and direction for the assigned organization, including the 
development, implementation and assessment of comprehensive programs. The ability to improve 
District programs, funding, and educational management. Demonstrated experience in strategic 
planning and support services for higher education and maintains an uncompromised commitment to 
integrity. Proven track-record of detail oriented management skills including fiscal compliance and 
outcomes. 

Provides management and accountability for the administration, development, assessment and 
improvement of services and experiences which meet and support the District’s missions. Demonstrated 
ability to manage multiple tasks/projects simultaneously and work well under pressure. Proven capacity 
to work inclusively with executive associates, and collaboratively with management, information 
technology, human resources and finance professionals etc. 

The ability to develop collaborative relationships with internal and external constituencies and create a 
diverse environment. Experience at leading committees that focus on initiatives affected by business 
procedures and issues, and experience executing strategic proposals for the District. Solid technical 
knowledge and experience in the use and application of the most current technologies and products 
used in the industry. 

Ability to resolve problems, analyze and apply laws, regulations, theories and methodology, research, 
analyze, apply and articulate results identifying opportunities. Demonstrated commitment to public 
statewide higher education institutions, direct experience with education and planning activities, 
development and evaluation. Demonstrated knowledge of the principles and practices of management 
and conflict resolution. 
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A strong commitment to personal and professional development, and the ability to build a robust, 
autonomous and collaborative team. Demonstrated successful experience in current and emerging 
technologies as it applies to administrative computing. A strong oral, written, interpersonal, and 
organizational skills with the ability to communicate in a multi-cultural environment. 

PHYSICAL REQUIREMENTS 
Normal physical job functions performed within a standard office environment. Reasonable 
accommodations may be made to individuals with physical challenges to perform the essential duties 
and responsibilities. 

MINIMUM KNOWLEDGE AND EXPERIENCE 
Master’s degree or higher plus five (5) years of experience in related field.  Official transcripts will be 
required.  Must have current and valid driver’s license required for off-site travel.  Work hours may 
extend beyond the regular, eight hours, Monday-Friday, workday. ***Will be subject to a criminal 
background. Some positions may be subject to a fingerprint test. *** 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Responsible for assisting the Chief Financial Officer (CFO) in managing the financial planning and analysis 
function, and the financial reporting service center of the district.  Position plays a key role in the 
development and maturation of financial forecasting and planning, in addition to providing a key 
interface between various stakeholders and constituents related to financial reporting and the 
forecasting infrastructure.  Ensures the financial infrastructure is stable and supports the demands of 
future growth.  Actively maintains current industry knowledge through professional development 
activities to stay abreast of best practices in the finance, business, accounting and technology areas. 

Position functions as the “right hand” of the CFO and is heavily involved in strategic budgeting and 
planning activities.  Position provides leadership and direction in the development of relevant financial 
information and financial reporting for senior leadership, DCCCD Board, and key stakeholders within the 
district.  Position assists the CFO in managing and controlling the organization’s financial processes, 
making the necessary changes to upgrade and improve processes or procedures.  

Collaborates with a wide range of diverse stakeholders and constituents using effective communication 
and influencing skills to gain support for positive change initiatives.  Maintains the highest level of 
confidentiality and exercises professional judgment in all matters of financial administration. 
Coordinates and presents senior level financial analysis & participates in the decision-making process. 
Conducts administrative financial training throughout the District as needed; performs special projects 
at the direction of the CFO. 

Ensures alignment with the mission, core values, and strategies of DCCCD serving as an effective leader 
of responsible change.  Ensures accountability and compliance with applicable legal, governmental and 
regulatory requirements.  Prepares, reads and interprets financial reports, spreadsheets and related 
material.  Attends Board meetings to assist the CFO in providing information regarding financial 
infrastructure.  
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Establishes reporting, monitoring, and accountability systems that will ensure highest standards of 
financial integrity are being attained.  Protects the fiscal assets entrusted to the organization; ensuring 
liquid assets are invested productively and in alignment district policy.  Utilizes effective communication 
skills when interacting with diverse individuals within the DCCCD community network, providing clear 
and concise information.  Ensures a high-level of quality and customer service.    

Performs other duties as assigned. 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by incumbents of this job and shall not be construed as a declaration of the 
total of the specific duties and responsibilities of any particular position.  Incumbents may be directed to 
perform job-related tasks other than those specifically presented in this description. Position requires 
regular and predictable attendance.  
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