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Director of Financial Aid, CCV, continued

e Write and/or edit various financial aid informational materials, form letters, forms, and
the like.

e Assist with or carry out the preparation of financial aid projections for use in determining
needed levels of institutional funds.

e Serve as College Personnel Officer: provide orientation for new employees regarding
various personnel matters and employee benefits; maintain central personnel records;
prepare letters of appointment; coordinate/assist with administrative of various College
and VSC personnel policies/systems; and so forth.

e Prepare a variety of administrative/management reports related to assigned functions.



