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DIRECTOR OF FINANCIAL AID
DEFINITION:
Under general direction of the Chief Student Services Officer, administers all federal, state and institutional programs of student financial aid and manages the operational and customer service functions of the Office of Financial Aid.

CLASSIFICATION:
· FLSA Exempt

· Classified Manager

· Date Modified: May 2015
ESSENTIAL DUTIES: (The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in this job title.)
· Responsible for the management and supervision of the Office of Financial Aid
· Develops the financial aid policies, practices and procedures in compliance with federal and state regulatory requirements and the institutional mission
· Responsible for reviewing federal and state financial aid legislation
· Reconciles federal, state and institutional financial aid fund expenditures
· Maintains and implements new uses of the financial aid module of the Banner system
· Completes all federal and state reports including, Program Participation Agreement, FISAP and state grant and scholarship reports
· Provides statistical reports and analytical data on financial aid
· Supervises and evaluates the employees in financial aid 

· Coordinates annual financial aid federal and state audits

· Coordinates training of all financial aid staff and other campus employees on institutional, state and federal policies and procedures
· Advises new and continuing financial aid students
· Assists in the development of recruitment materials and participates in recruitment activities
· Conducts activities supporting student retention
· Participates in professional growth and remains current in subject area
· May supervise student employees
· Other related duties as assigned
MINIMUM QUALIFICATIONS:
· Bachelor’s degree in accounting or a related field OR
· At least three (3) years’ experience in financial aid and at least one (1) year of management/supervisory experience
· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability and ethnic backgrounds of community college students and staff
OTHER REQUIREMENTS:
· Possess or be able to obtain a valid driver’s license and have a satisfactory driving record.

DESIRABLE QUALIFICATIONS:
· Master’s degree in business, finance, or accounting or related field
· Community college financial aid experience
PHYSICAL CHARACTERISTICS: (The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:)
· Moderate to heavy physical effort

· Frequent standing, sitting, reaching, walking, lifting (overhead, waist level from floor), carrying, bending

· frequent near vision use for reading

· constant use of voice (somewhat above normal conversation level)

· frequent hearing use (ordinary conversation level)

· evaluative and cognitive thinking and decision making
This work is performed in office, and classroom, and includes night and weekend duties.
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