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JOB DESCRIPTION

JOB TITLE:
Director - Financial Aid

PAY GRADE:
A-15
OVERTIME STATUS:
Exempt

MAJOR RESPONSIBILITY:  

The Director of Financial Aid is responsible for the administration of all financial aid operations and scholarship programs.
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or training:  A Bachelor’s degree is required, preferably in an area related to higher education administration, student personnel services, financial aid, supplemented by training and course work in business administration.  

2. Years of experience in field:  Three (3) years of experience a related field is required.  Community college experience preferred.  

3. Special skills or abilities related to position:  Knowledge of pertinent state, federal, and institutional regulations, policies and procedures relating to Financial Aid.  Ability to direct complex programs, manage data and systems, and prepare detailed reports in a technologically oriented student information system.  Ability to evaluate the effectiveness of policies, procedures, processes and personnel.  Good presentation skills.  Ability to maintain an office environment that promotes student learning and development and fosters customer service.

ESSENTIAL JOB FUNCTIONS:

1.
Plan, supervise and evaluate the financial aid operations of the College.

2.
Maintain the integrity of the financial aid record keeping process.

3.
Perform fiduciary function as it relates to job responsibilities.

4.
Supervise the preparation and submission of institutional, state, and federal reports.

5.
Develop and implement policies and procedures designed to maximize electronic processing of financial aid.

6.
Provide strong, hands-on leadership in departmental organization, management, processing, technology, and customer service.

7.
Oversee departmental budget planning and administration.

8.
Assume responsibility for all internal and external audits.

9.
Develop and maintain collaborative relationships with appropriate college departments.

10.
Perform Professional judgment in the review of all appeals.
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ESSENTIAL JOB FUNCTIONS (Continued):

11.
Serve on college committees/councils as appointed by the President.

 (These essential job functions are not to be construed as a complete statement of all duties performed.  Employee will be required to perform other job related marginal duties as required)

ESSENTIAL PHYSICAL SKILLS

· Acceptable eyesight (with or without correction)

· Acceptable hearing (with or without hearing aid)

· Ability to communicate effectively both orally and in writing

ENVIRONMENTAL CONDITIONS
· Works in an office environment

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
CF Ocala Campus, Bryant Union
SUPERVISOR OF POSITION:
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