Associate Director of Financial Aid Grade 14
VSC UP - SUP BARGAINING UNIT
EXEMPT

Basic Function

To coordin t¢ wd oversee one or ofe pri gy or speci {ized functions of the
Fin wci 1Aid Office, to -gsist the Associ 4¢ De 1w of Enroll eft Services with
1 spects of fin wci 4 i pl wning «wud office § ge ept, wud supervise
the st §fin the ssoci 4e de us i;.,sence‘

Characteristic Duties & Responsibilities
e Ad igister the Feder 1.St fford wd Plus Lo «u progr ~. sfincluding
origin 4ing -ud diig ursing lo s, reporting +d reconciling gcounts,
conducting lo @ entr gce wd ef it interviews, ud g ging 4 -spects of
the lo u progr ~. ffr undergr du t¢ «ud gr du te lo g orrowers4
e P «ticip {4e in outre ¢h wd infor gion 1fin wci 1 d progr . s¢ ttends
pu lic events +d fin wci 1 1 workshops rel {ed to recruit egt wud
retention of students4
o Respon%i le for vising -ud counseling of students, p ¢ents «ud
colle gues reg ¢ding feder 1 st te, -ud institution {1.fin wci 1 gsist qce
progr ~. sfAssist in prep «ing fin wuci 4 4 pplic tions, ¢ pl 4n
fplic tion procedures wd schedules <sist in resolving -~y ety of
pro le s efging in the -pplic tion process4
e Assist with the oversight of the S tisf g¢tory Ac de igProgress policy,
oftitor student eligi ility -ud serve on Fin qci 1Aid Review Bo ¢d +d
the Ac de igSt tus Co fiftee to he ¥ ud judge ppe 1s4
e Oversee the ppe Lprocess for dependency st tus -ud speci 1.conditions,
use profession 1judg eptto e djust epts to ~students fin wci 1
+d pplic tion4
® Process the return of Title I funds for students who h e e ited
.offici {ly «ud unoffici 4y fro the College4Notify the Business Office of
djust e@tsin d4
e Assist the Associ 4¢ De w of Enroll ept in pl uning develop egt wud
d igfistr {ion of fin qci 1 4 progr ~. sfollowing college, st ¢ wud
feder 4 guidelines, policies -ud regul {tions4
e Supervise the d {ly -gtivities of st §f s well s sever 1student -gsist uts
$sist in interviewing hiring, «d tr 1ning new e pfoyees, gsign «ud
review work, -sist st §f with difficult or unusu 1t ks, resolve pro le sf
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e Assist the Associ te De u of Enroll ept with ~y tiety of gener 4.
d ifistr tive functions, such s design of for sg+d letters, upd 4ing the
ter t in college pu lic tions +d on the we site, develop ept,
ev du tion, ud = odific tion of intern {.oper ting policies +wud procedures4
M v ge the d 1ly oper {ions of the Fin qci 1.Aid Office in the ,usence of
the Associ e De 4
e Serve on the Housing Appe 1.Co Fiftee, review qpe 1s ud ke
reco gefid tions for students who wish to reside off ¢ ~. pfis4
e Confer frequently with supervisor +d other College personnel to pl ® «ud
coordin 4e -gtivities syste sfef ch uge infor gion investig t¢ «ud
resolve pro le sfServe on College co fitees s requested4Represent
the Fin qci 1Aid Office 4.v tious College functions4
e Perfor ¥ tiousli 4son functions with outside funding +d regul tory
gencies +ud org qiz tions, includin%ﬁ wks gr ut ud gu ¢ wtee
gencies, +ud priv e funding sources4

Supervision Received
Direction is received fro e Associ 4¢ De w of Enroll eft Services

Supervision Exercised
P «ti 1function 4 ud d ifistr tive supervision of Fin wci 1.Aid st {f
ef, prs4

Minimum Qualifications

B ghelors degree in w ppropri te discipline, plus five or ofe ye ¥s of
relev gt fin gci 1 id e perience, or ~¢o _ gn tion of educ tion wud

e perience fro hich co g*‘:gi:,le knowfedge +wd skills ge gquired4

Good gener Lunderst uding of fin qci 4 i funding egh wis sg+wud higher
educ tion  ifistr tive oper tions, so eglirectly rel {ed ef perience in

fin wci 1 4d, higher educ tion {d ifistr fion or ~yelev wut progr . ¢
involving govern egt funding‘é ility to underst ud, interpret «d e pl in
co pfe fin wci 1 d regul tions4

e F - il ity with sic <counting principles ud efhods4
e Egcellent #h + {ytici wud pry le golving skills4
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e So egrelev ut ¢f periencein g ging co pfey records syste sf
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