
JOB TRAINING AND EMPLOYMENT CORPORATION 
 

Job Description 

 

SENIOR VICE PRESIDENT 

 

 
JOB SUMMARY 

 

The Senior Vice President is responsible for supporting the President in all aspects of 

administration, finance and program operations. The Senior Vice President is responsible for all 

IT functions for JTEC, Career Opportunities and Community Action Committee of Cape Cod 

and Islands, Inc. (CACCI). This includes all networking activities and all management 

information systems. In the absence of the President, the Senior Vice President acts in his/her 

place and assumes those duties. 

 

SUPERVISION RECEIVED 

 

The Senior Vice President works under the general supervision of the President. Guides and 

policies cover overall duties. Some instruction may be given for unusual types of assignments. 

Where regular duties are performed independently within policy, some latitude is expected. 

 

SUPERVISION EXERCISED 

 

The Senior Vice President. With the president, provides direct supervision over the management 

staff. Subordinates work is reviewed continuously and checked for accuracy. Weekly staff 

meetings enhance efforts to reach component objectives.  

 

MAJOR DUTIES 

 

1. The Senior Vice President will act as the representative of the President in his/her  

            absence and will assist the President in all corporate matters in which the President seeks  

            assistance. 

 

2. Acts as the Chief Technology Officer for the corporation. 

 

3. In conjunction with the President and the management staff develops and implements 

departmental procedures.  

 

4. Manages independent audit and UFR preparation and ensures that they are completed and 

the audit report is issued on time. Manages all financial and eligibility quality assurance 

reviews and is responsible for audit and quality assurance responses. 

 

5. Identifies potential fiscal, administrative and operational problems, and proposes and 

implements solutions. 



6. Interfaces with all departments as well as all funding sources. Maintains liaison with all 

funding sources. 

 

7. Oversees the development of contract documents. 

 

8. Oversees the computer functions of the corporation and is responsible for the installation 

and support of the PC network and all PC computers. 

 

9. Supervises the production of all client and financial reports as required by funding 

sources or specialized reports requested by management. 

 

10. Ensures that all policies and regulations relating to eligibility, contract, finance, MIS, and 

quality assurance are followed. 

 

11. Oversees the procurement process for goods and services and assists in updating of the 

procurement system as needed. 

 

12. Responsible for making recommendations to the President on how to maximize JTEC’s 

assets and implements strategy. 

 

13. Performs other related duties and responsibilities as directed by the President. 

 

KNOWLEDGE, SKILLS AND ABILITIES 

 

1. Extensive knowledge of accounting and budgeting principles and practices. 

 

2. Knowledge of WIOA rules and regulations. 

 

3. Knowledge of basic computer systems and concepts and data aggregation principles. 

 

4. Ability to prepare and present complex financial reports. 

 

5. Ability to develop financial controls and guidance materials for agency. 

 

6. Ability to organize and supervise management staff. 

 

7. Ability to communicate both orally and in writing. 

 

SUGGESTED TRAINING AND EXPERIENCE 

 

 

 

Extensive and varied accounting and administration experience with minimum supervision as a 

fiscal officer/accountant/auditor/administrator with a Bachelor’s Degree in Accounting,  

Business Administration, fiscal management, budgeting, human relations or similar courses  

related to management. Also must have six (6) years experience as a supervisor or manager in a  



financial or administrative environment, or any combination of education and/or knowledge, 

skills and abilities. Experience in grants accounting, particularly, preferred, or any combination  

of work and experience that shows the candidate has the required knowledge, skills and abilities. 

 

WAGE CLASSIFICATION 

 

E-10 

March 2017 

 

 

 

 


