COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
FINANCIAL AID TECHNICIAN

PAY GRADE:
C-6
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:
To provide integrated student services as related to financial aid.  To function as a student financial aid verification person and reconciliation of Title IV Aid.
PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training:  High school diploma or GED required. Associate Degree preferred.

2. Years of experience in field:  Two years experience in bookkeeping or a related field required.  Successful completion of post-high school training may be substituted for the required experience, on a year-for-year basis at the rate of 30 semester hours from an accredited college or university or 900 classroom hours from a vocational or technical school.

3. Special skills or abilities related to position:  Some knowledge of financial aid laws, rules and regulations; ability to acquire knowledge and understand the NSLDS and COD web sites, financial aid records, and advising students on financial aid policies and procedures; positive human relations skills; ability to pay attention to details; ability to stand for long periods of time and to use a computer for long periods of time daily.  

ESSENTIAL JOB FUNCTIONS:

1. Assist with the identification of students that officially/unofficially withdraw from school and the processing of Return of Title IV funds.  Notify students of any Title IV funds that must be repaid.
2. Perform reconciliation for all Title IV aid disbursed to ensure that financial aid records match business office and COD records. 

3. Assist students at the financial aid service counter and in the Enrollment Services Center by providing information regarding all aspects of financial aid.
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ESSENTIAL JOB FUNCTIONS (Continued):

4. Perform verification of DOE selected files, i.e., requesting, reviewing and comparing incoming documents with the Institutional Student Information Record (ISIR).  Submit to the Central Processing System (CPS) any changes that are required as a result of verification. 

5. Assist with the receipt, review, and recording of financial aid documents to the appropriate data system and academic year. 
6. Work flexible schedule.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees 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 both orally and in writing

· Walking

· Standing

ENVIRONMENTAL CONDITIONS
· Works in an office environment

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

PRIMARY LOCATION OF JOB:
Ocala Campus




SUPERVISOR OF POSITION:

Manager, Financial Aid Operations
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