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1. Departmental Mission:

Financial Affairs

Division Mission Statement
The mission of the Financial Affairs Division is to manage, monitor and control the College’s financial resources, human resources and technology. This shall be done while providing quality accounting, procurement, retail and administrative services, human resource services, and technological support in an efficient, courteous and service-oriented manner.

Accounting Department Mission
The mission of the Accounting Department is to meet the financial and accounting needs of the College community with quality performance in a professional, courteous and service-oriented manner.  The Accounting Office will establish and maintain strong internal controls over the College’s fiscal resources and provide timely, accurate and informative financial information to both internal and external stakeholders.

Financial Aid Mission
The mission of the Financial Aid Office is to assure that each interested, capable student is granted the opportunity for a successful college experience regardless of the student’s personal financial status.  The office works in partnership with students to provide excellent and essential service, education and programs that meet changing student needs.  Through effective use of human and fiscal resources, use of advanced technology improved communication and training, better coordination and cooperation with all groups and constituencies, the office strives to be a valuable, positive resource to students and the college.

Employee Relations Mission Statement and Goals
Our mission is to develop, implement and monitor policies and programs regarding employee relations in an environment that is efficient, accurate, professional, courteous, and helpful.  It is the responsibility of Employee Relations for grievance resolution, labor negotiations, and training of college personnel in the proper understanding and administration of labor contracts.

1. Labor Negotiations:  Service as college liaison for labor issues and meeting with labor leadership while participating on college collective bargaining team.



2. Compliance:  To monitor and review ongoing institutional compliance with all Federal and State statutes, regulations and labor laws regarding employment; including but not limited to Affirmative Action, Equal Employment Opportunity, The Family and Medical Leave Acts, The Uniformed Services Employment and Reemployment Act, The Fair Labor Standards Act, The Public Accommodation Act, The Conscientious Employee Protection Act and the Americans with Disabilities Act. 

3. Human Resource Policies: Review existing personnel and business policies recommending revisions as needed particularly as they affect issues that impact upon the terms and conditions of employment including negotiated agreements and employee handbooks.

4. Labor Relations:  To monitor/address labor-related issues and represent the Board of Trustees in contract matters related to collective bargaining and the grievance process.

5. Supervisor Training and Development Programs:  To provide supervisor training for managers and directors and assist the college with organizational development and mandated training requirements utilizing technology when appropriate.

6. Counsel Liaison:  To function as the Liaison Office between the college and the college law firm with regard to securing legal opinions and assisting attorneys with litigation issues.

Human Resources Department Mission Statement and Department Goals
Our mission is to process all employment issues, from recruitment to retirement, in a manner that is timely, efficient, courteous, and helpful.
It is the responsibility of the Human Resources Department to develop, implement, and coordinate the full array of HR programs provided by the Board of Trustees to enhance and enrich the work lives of approximately 799 full-time and part-time college personnel.  To that end, the following departmental goals are established:
1. Recruitment:  To recruit the best qualified employees for all levels of job classifications at the college.

2. AA/EEO/ADA:  To provide institutional compliance with all Federal and State statutes and regulations pertaining to Affirmative Action, Equal Employment Opportunity and the Americans with Disabilities Act (employment related issues).

3. Wage/Salary Administration:  To manage equitable wage/salary programs for all college employees and maintain compliance with all Federal and State compensation statutes and regulations.

4. Benefit Administration:  To provide institutional compliance for all statutory benefits and to develop, implement and maintain all employee benefit programs adopted by the college.

5. Human Resource Policies:  Develop and maintain all personnel policies impacting the terms and condition of employment and to administer compliance with the terms and condition of employment addressed in several labor agreements.

6. Employee Performance Evaluation:  To develop, implement and maintain all employee performance evaluation programs.

7. Records Administration:  To administer the confidential safekeeping of all Human Resources records and personnel files, in accordance with State & Federal requirements.

8. Employee Training and Development Programs:  To provide ongoing employee training/development programs and assist the college with organizational development.  

9. Advisory:  To advise the President and Board of Trustees on all matters related to Human Resources issues.

10. Additional:  To efficiently complete all special projects assigned by the President or the Board of Trustees.

Information Technology Mission and Goals

Mission: To provide the leadership, guidance, and technical skills required to establish and support information technology architecture and accompanying services that support Ocean County College’s vision, mission, and goals.
Goals: To Communicate, Listen, Advise, Service, Support
Vision: Information Technology (IT) will be the recognized leader in service and technology, supporting Ocean's academic mission of excellence in teaching, learning and administrative computing services.
Sungard partners with the College to provide valued systems and services to the Ocean community. Our employees deliver rich and robust IT solutions in an effective and efficient manner that promotes the success of our clients and supports teaching, learning.
1. Accountability:  We make and deliver on our commitments. We are fiscally responsible stewards of the College's resources.
2. Agility:  We are responsive to client and employee needs. We continually adjust direction and process to accommodate changes.
3. Client-Focus:  The success of our clients drives our business. We partner with our clients to make the best possible decisions. We deliver high quality service and support.
4. Employee-Focus: We capitalize on our skills and experience in everything we do. We identify talent and foster it through development. We recognize achievement.
5. Integrity:  We do what we say. Our actions reflect our values. We treat everyone with respect and honesty. 



2. Departmental Summary   











3. Assessment Results

Part One:

	OBJECTIVES
List below your top 5 (or all if you had fewer than 5) prioritized objectives for FY 09
	STATUS/REASONS
Identify the status of each objective including, briefly, action taken, dates, any explanations for current status, or any alternative measures taken. 
	ASSESSMENT
List here any specific measures you have used, (if relevant), to assess the effectiveness of this objective, what data (if relevant) you have retrieved, and what the data suggests. 
	IMPACT ON FY10
Identify the relationship of this objective to the objectives in your FY 12 Planning Document 

	1.  Expand use of document imaging throughout Division.
	Invoice imaging and link to Datatel was accomplished.
	Successfully implemented college-wide.
	Complete

	2.  Advertise all OCC bids and rfp’s through the web via Purchasing Portal.
	Portal is up and running.
	Printing costs have been reduced.
	Complete

	3.  Make all accounting forms, A/P and A/R available for use electronically.  For employees, students and vendors.
	A number of forms have been placed on the WEB site for student use; Payment Plan Contracts, Insurance Waiver Cards and Insurance Brochures.  Forms available for employees on the WEB site include Travel Authorizations, Travel Expense Vouchers and Memorandum Invoice Forms.
	The need for mass printing some of these forms has been completely eliminated.

	Continue to make forms available and eliminate the need to print in large quantities.  Can quickly and easily update forms with little cost.

	4.  Network Security
	Upgrade and acquire new software and system as necessary to keep college data secure and adhere to the standards established in the OCC data security plan document.
	Karpinsky software installed.
	Complete

	5.  
	
	
	





















Part Two:  


	STRATEGIC INITIATIVES:  2005-2010
	ACTIVITIES
Identify the major processes, actions and activities in your department (in general terms) that address the relevant  strategic initiative(s) and how you have measured their success, if applicable. 

	1. Educational excellence that embraces quality teaching, new presentation modes, programs used to develop intentional learners, and rigorous educational assessment used to improve teaching and learning.
	I.T. migrated the distance learning servers from version WebCT 4 to WebCT 6 and then to Blackboard CE 8, keeping the College in line with the newest supported verstion of the software.  I.T. also implemented a single sign on solution that allows students to move from the student portal directly into the learning systems without additional logins.  Part of this process included the ability to self-reset passwords.  I.T. also worked closely with College faculty to implement new learning technologies, such as SoftChalk, Respondus, and CourseCruiser to allow for multiple learning techniques.  With the announced discontinuation of support for Blackboard CE 8, IT and the E-Learning team are looking to replace the current LMS system on campus with one that will provide the ability to grow and scale as online offerings are increased.

	2. The creation of a campus culture in which students can thrive and reach their fullest potential by receiving increased access to technological support, improved advising and transfer services, the full benefits of financial aid, retention services, and a comprehensive selection of co-curricular activities.
	The Financial Aid Department increased the proportion of students served dramatically and in FY09 distributed 30% more aid then FY08. 

	3. Advancement, partnering and outreach, whereby the college seeks mutually beneficial connections and associations that promote its mission, its programs, and its culture of collaboration.
	Financial Aid Department and Accounting Department at OCC works with Kean collaboratively to assist students in attaining aid.

	4. Enhanced facilities and technology that support exceptional teaching and learning, institutional growth, and overall institutional effectiveness.
	We continue to expand the use of Resource25 to improve the use of the College facilities, decrease downtime, and improve services in the support of the college mission.  In addition, the planned use of a “Master Scheduler” will improve the use of the OCC buildings during non-class time.

	5. Planning and assessment that are linked to resources management and institutional effectiveness.
	The use of planning and budgeting continues to link resource management to institutional effectiveness.

	6. Human resources development through the continuation of best practices in hiring, bargaining and conflict resolution and in the continued expansion of employee development and training programs.
	Contract negotiations for 3 unions are on-going.  The online HR hiring system is in place and a new orientation program is under development.

	7. Continued development of varied events, programs and facilities that engage students and community members in rewarding athletic, artistic, cultural, and service-oriented activities.
	Financial Aid hosted College Goal Sunday and is the recipient of a Pathways to Education grant to encourage degree persistence.


















4. Planning Objectives, FY 12  



	Departmental Planning Objectives 
	Rationale or Justification
	Responsibilities/
Participants/Time Frames
	Estimated Cost
 (if applicable)

	Office of the VP of Finance
1.  Revise long range financial capital plan to fund long term college capital needs assuming Ch12 will not be available.

	
A multi-year bonding and debt service plan has been developed in conjunction with the County of Ocean.
	
VP of Finance

	
N/A

	2.  Increase OCC participation in NJ Community College Purchasing Consortium.  Assist Association in expanding consortium activity.
	Utilize the website developed by the Council to increase joint Purchasing.
Realize savings through joint purchases whenever practical.
	VP of Finance
Dir of Accounting
Purchasing Staff
	N/A

	3.  Expand document imaging through the Department.  Complete implementation for A/P. 
	Implement in Accounting, Purchasing and Human Resources which have extensive document retention requirements.  Reduce office and storage space used for documents and reduce associated costs.
	VP of Finance
IT
Human Resources
Accounting
	Est. $12,000 for equipment, programming and training for each Dept.

	4.  Hire additional Buyer to keep pace with growth of OCC.
	Increase in students and employees increases purchases.  Capital projects are continuously increasing.
	Not Funded in FY12
	$43,578.00

	5.  Implement Datatel employee self service options through WebAdvisor
	Empower employees to get information via the web.
	VP of Finance
IT
Consultant
	N/A

	6.  Complete conversion from ADP payroll to Datatel payroll.
	Consolidate data and eliminate fees to ADP.
	Dir of Budgets & HR/Payroll
Payroll 
IT
	Costs absorbed in FY12

	7.  Set up and manage auxiliary cost center for distance learning
	Manage finances of distance learning operation, as a separate financial entity.
	VP of Finance
	N/A

	8.  Develop funding model for Student Life Center renovation and expansion to include ongoing support from Kean Univ.
	Build and maintain new Student Life Center.
	VP of Finance
	Capital Budget

	Accounting/Purchasing
1.  Implement Datatel webadvisor self-service procurement package.
	
Take advantage of recent technological advancements within Datatel and make it easier for users to enter and retrieve data.
	
Purchasing
IT
	
Software purchased need to implement new procedures.

	2.  Balance and compile FY13 budget.
	Prepare analyses and models to support optimal use of available funds
	VP
Director of Budgets
	N/A

	3.  Increase OCC participation in NJ Community College Purchasing Consortium.  Seek other opportunities for joint purchasing, (i.e. county)
	Utilize the website developed by the Council of County Colleges.  Realize savings through joint purchasing.
	VP of Finance
Dir of Accounting
Purchasing Staff
	N/A

	4.  Increase on-line (web) volume for non-credit payments.
	Decrease workload, elimination of duplicate entry and the need for credit card terminals.
	Manager of A/R
Cashiers
	N/A

	5.  Implement customer service training for A/P and Cashiering Staff
	To increase customer satisfaction and educate staff with resources to be able to provide quality service.
	VP Finance
HR
Accounting Staff
	Cost of Training

	6.  Increase electronic check volume to employees, students, and vendors
	Elimination of paper checks, mailing reconciliation
	Director of Accounting
Manager of A/P
A/P Bookkeepers
	Cost Savings

	7.  Extensive review of capital asset activities.
	Minor capital threshold, capitalization procedures, reporting tools and outcomes, campus communications, periodic inventories.
	Dir of Financial Reporting
Staff Accountant
Campus Services
Media Services
	N/A

	8.  Further link capital project reporting
	Increase co-ordination of capital project budget creation, financing and monitoring.  Identify and eliminate possible duplication of efforts between departments.
	Dir of Financial Reporting
Staff Accountant
Dir of Capital Reporting
	N/A

	9.  Streamline financial analysis
	Work with IT to customize reporting options (Informer reporting tool) to generate on-going pro-forma statement review
	Dir of Financial Reporting
Staff Accountant (2)
IT
	N/A

	10.  Expand audit documentation
	Augment existing manual to facilitate intra-departmental training and preparation
	Dir of Financial Reporting
	N/A

	11.  Expand and restructure Resource Development and OCC Foundation fiscal reporting
	Partner with College Advancement to provide more analytical data and projections to facilitate decision-making and resource allocation
	Dir of Financial Reporting
Staff Accountant
Resource Development
IT
	N/A

	12.  Complete conversion to Datatel from ADP , implement new time and attendance applications and online timesheets
	Automate paper systems
	Dir of Budgets & HR/Payroll
Payroll
Human Resourses
IT

	TBD

	13.  Monitor budget through Datatel automated budget checking function.
	Improve budget compliance college-wide
	VP of Finance
Exec Asst to VP of Finance
Dir of Budgets & HR/Payroll
	N/A

	Bookstore
1.  Explore options for an online learning platform through the bookstore website to provide ebooks  and digital materials through bookstore.
	
Reduce student costs and free up shelf space.
	
Dir of Auxiliary Services

	
No cost to college

	2.  Introduce a concession kiosk to new theatre operation.  The kiosk will sell refreshments and grab and go snacks.  The stand will sell some small merchandise.
	To better serve the theatre customer and promote the theatre through a merchandising resource.
	Dir of Auxiliary Services
Dir of Arts and Comm Ctr
	N/A

	3.  Introduce Athletic concession Stand in the new Athletic Complex.  
	To provide customers with the expected convenience for an athletic facility.  To utilize this facility as a teaching tool for business students.
	Dir of Auxiliary Services
	N/A

	4.  Continue to build and develop the Viking Bucks Program through an extensive Marketing effort.
	The rational for the Viking Program offers the student an avenue to save money on textbooks and merchandise that can advertise to the campus and public.
	Dir of Auxiliary Services
	N/A

	5.  Study and develop the textbook rental program as a revenue stream.
	The rational for this effort gives the student yet another affordable option.
	Dir of Auxiliary Services
	N/A

	6.  Expand computer hardware and software business and a new product source.
	The rational for this effort recognizes the change in course content delivery and how it is imperative that the bookstore offer technical solutions to the students.
	Dir of Auxiliary Services
	N/A

	Fine Arts
1.  Create a student/academic based fine arts program in conjunction with the Dean of discipline for the Arts and Community Center that will enhance the overall productivity of the facility.  Develop a relationship with the OCVTCH to work cooperatively on in house productions and share the costs.
	
Develop a course of study in the arts to increase enrollment.
	
Dir of Auxiliary Services
Asst Dean Language Arts
Faculty of Performing Arts
	
To cover costs of production would be tuition plus course code fees.  

	2.  Initiate a change in current community based programs that will ensure revenue covers expenses.
	Costs associated with program such as music and instrument upkeep and salaries of instructor.
	Dir of Auxiliary Services
ACC Director
	N/A

	3.  Develop a promotional entertainment program that would be a profit center for the facility by hiring name brand talent and creating entertainment series to best serve the community.
	To develop a revenue stream that would help cover costs for major productions.
	Dir of Auxiliary Services
ACC Director
	TBD by a written proposal.  Fund Raising will also be a source of revenue.

	Human Resources
1.  Increase use of the Employee Assistance Program.
	
Provide employees with short term assistance for difficulties arising from personal or work-related problems that impact their well being and job performance.
	
Director of HR
	
Funded in FY10

	2.  Digitize records to efficiently secure permanent personnel records and improve use of existing office space.
	Take advantage of IT leadership and existing software/electronic storage as it advances.
	Director of HR
VP of Finance
IT
	Purchase one high-speed scanner ($6000) and program (10,000)

	3.  Review performance evaluation forms and recommend improvements.  Work collaboratively with collective bargaining units and other campus constituencies to implement a meaningful program.
	Implement an electronic evaluation system.  Develop comprehensive employee evaluations with a consistent format.
	VP of Finance
Association Leaders
Asst. VP of HR
	Possible software expense
TBD

	4.  Job Description Review.
	Update all job descriptions for accuracy, consistency and compliance with collective bargaining agreements.
	HR Staff
PLT
	N/A

	5.  Develop targeted training programs for managers, supervisors and adjunct faculty.  
	Staff devoted to employee training and the need for ongoing supervisory, contract administration and other types of training will be met.
	Employee Training & Development Specialist
	Funded in FY12

	6.  Create an improved employee orientation program.  Include facility tour, forms, procurement, overview of technology and Datatel.
	Initiate a positive relationship with new employees, improve communication and provide new employees with additional resources to be successful at OCC.
	Employee Training & Development Specialist 
	N/A

	7.  Document HR processes to look for better efficiencies and to cross-train staff.
	HR is a fast-paced office and there is a need to more efficient and cross train.
	Asst. VP of HR
	N/A

	Financial Aid
1.  Continue Open Pathways To Education (OPEN) program with use of State grant monies to increase Financial Aid awareness and offer assistance in completing FAFSA application to low-income, underrepresented and returning high need students.
	
Assist low income families
	
Director of Financial Aid
FA Staff 
	
Grant Funded

	2.  Coordinate with NASFAA/NASFAA to again host College Goal Sunday.
	Assist low income families
	Director of Financial Aid
FA Staff
	Funded by HESSA

	3.  Establish a Comprehensive Literacy Program by creating a one (1) credit course, additional workshops and an electronic pipeline than students can access (i.e.) FATV.
	We do  have Acad 155 which will include Financial Literacy, but this will be more focused on financial matters.
	Director of Financial Aid
Academic Affairs
	N/A

	4.  Research a better method of communicating with our students.  Whether via telephone and electronic access to provide better customer service (i.e.) call center.
	In peak processing times it is difficult to speak to students immediately.  We need to cut response time down.
	Director of Financial Aid
FA Staff	
IT Staff
	N/A

	5.  Coordinate and work with the Cashier’s Office/Student Accounts to see if we can integrate pending aid directly on the Statement.
	The students at present must look at their Award Letter and Statement and compare to see when they would owe.
	Director of Financial Aid
FA Staff
Bursar 	
IT Staff
	Minor Programming

	Information Technology: 
1.  Develop enhanced communication methods to encourage campus-wide use of IT training programs.  Review existing courses and revise according to user feedback.
	
Ensure employee needs are met and employees are aware of available courses.
	
IT
	
TBD

	2.  Improve users’ and students’ experience
	Continue focus on web based user interfaces such as WebAdvisor and UI Web.
	VP of Finance
Exec Dir of IT
	TBD

	3.  Enhance document management and document retention.
	Meet college-wide need for electronic storage and address rapidly depleting storage space.
	VP of Finance
Exec Dir of IT
Various Dept Directors
	$125,000 one time fee
$10,000 annual

	4.  Build interfaces among the Enterprise Applications.
	Develop interfaces between the ERP (Datatel) and the rest of our enterprise applications (R25, Document Imaging, School Dude, WebCt, Ocean Cruiser, etc.)
	OCC DUG Group
Dir of Admin Computing
	N/A

	5.  Improve payroll processing and hourly staff timesheet workflow
	Implement time clocks that interfaces directly with the payroll system to eliminate the hard copy forms.
	Dir of Payroll
Dir of Admin Computing
	N/A

	6.  Insure Date integrity and security
	Work with the data custodian to regularly review data access and provide them with reports with Data.
	Various Dept Directors
Dir of Admin Computing
	N/A

	7.  Upgrade from Exchange Server 2003 to Exchange Server 2010.
	Take advantage of new feature set, especially those available in OWA.  Upgrade before end-of-life for existing version
	Exec Dir of IT
	$45,000 one time fee

	8.  Add additional shelves (for additional hard drives) to the HP SAN.
	Expand available disk space for new applications such as virtual desktops and virtual servers.
	Exec Dir of IT
	$65,000





5. Summary     Contents: This section should provide on the chart general summaries about how the department’s plans will contribute to the overall effectiveness of the institution by serving the Middle States Commission of Higher Education Standards. 

Summary (to be completed only at the VP/divisional level):  From the criteria listed in Appendix A (attached) for your division, please report (on the chart below) on both major ongoing divisional activities and/or new plans that are responsive to these criteria:
Note:  Please use a 9-point font within the table.

	CRITERIA
List below each criterion for your division listed in Appendix A.
	ACTIVITIES
Identify the major processes, actions and initiatives in your division (in general terms) that address each of the criteria and how you have measured their success, if applicable. 
	FY 11 IMPROVEMENTS
Identify how your FY 13 new objectives (generally and grouped together when necessary) will address improved effectiveness for relevant criteria (if applicable).

	
	
	

	
	
	



Sara Winchester
VP of Finance


Ann Feneis
Executive 
Assistant




K. Donohoe
Asst. VP of
HR


K. Blyskal
Director of HR


HR Staff (4)


Switchboard
Operators
(2)


E. Stevens
Director of Budgets
 HR/Payroll 
Systems


H/R Techs (2)


Payroll Techs (3)


Karen P.
Director of Accounting


Donna Carbone
Mgr. of A/P


Principal Bookkeepers (2)


Lisa Now 
Mgr. of A/R


Cashiers (5)
A/R Tech (1)


Buyers (3)
Purchasing Technician (1)
Administrative Asst (1)


M. Lancaster
Director Financial
Reporting


Staff Accountants
(2)


C. Kaunitz
Bookstore Manager


Bookstore Staff


Food Services
(Distinguished Food Services)


Fine Arts
R. Krantz
J. Finnigan


Chip Stoll
Information Technology


IT Staff


Norma Betz
Financial Aid


FA Staff
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