
JOB DESCRIPTION

POSITION TITLE:
Assistant Vice President for Enrollment and Dean of Student Financial Aid

REPORTS TO:

Vice President and Dean of Enrollment

PRIMARY FUNCTION: The Assistant Vice President for Enrollment and Dean of Student Financial Aid directs the planning, development, implementation, assessment, reporting and compliance activities of the college’s financial aid programs and is responsible for  the oversight and coordination of financial aid policy and strategy in support of enrollment goals.   The Assistant Vice President has additional responsibility for providing strategic leadership, coordination and management in the areas of cross-functional training, data collection, analysis and planning.

AREAS OF RESPONSIBILITY:


Enrollment Information and Planning

· Provide leadership and counsel on enrollment topics to the Vice President and Dean of Enrollment while leading the financial aid unit and managing the cross functional activities in the Enrollment division.

· Provide leadership, vision, expertise, integrity and energy in the Enrollment division to shape an enrollment program that is innovative and meets the college’s strategic enrollment goals.

· Strengthen the marketing activities of the financial aid department by working closely and collaboratively with colleagues in the Admissions office, the college’s marketing and communication department and external vendors as required.

· Actively advance the college’s commitment to diversity in all enrollment activities.

Financial Aid Strategy, Analysis and Operations

· In partnership with the Vice President and Dean of Enrollment and the Dean of Admissions, develop an enrollment management strategy to leverage the use of institutional financial aid and effective communication strategies for prospective student and parents, integrating financing as a critical component across the recruitment, yield, and retention continuum.   

· Provide direction to the financial aid office team to effectively serve prospective and current students and families with a high level of customer service in a highly automated, cost efficient, and fully compliant environment.  

· Provide leadership using available technology solutions (PowerFAIDS, Recruitment PLUS, Lawson, AS400), to improve daily operations, fully comply with relevant state and federal regulations, and continuously improve service to constituents.  

· Provide leadership to sustain and advance the partnership between the Financial Aid Office and Student Accounting Office to achieve an effective billing and communication strategy, with an emphasis on the effective use of financing tools for constituents. 

· Direct the implementation of effective communication strategies for the Financial Aid office, using print and electronic communication, to build a more robust relationship with the full range of constituencies the Enrollment division serves, including prospective and returning students and parents, offices on campus, faculty, and appropriate federal and state agencies.

· Develop policies and procedures and provide guidance to assure ethical and consistent practice by the admissions and financial aid staffs. 

· Direct and develop current and future financial aid strategies and institutional planning through research and critical analysis of financial aid and admission data and trends.

· Manage all components of the institutional financial aid budget, working with the Vice President and Dean of Enrollment and the Vice President and Treasurer to model the use of St. Olaf restricted and unrestricted funds in the college’s operating budget. 

Staff Management 

· Provide leadership and direction to Enrollment information, research and planning, unit and to the Financial Aid staff.

· Monitor and evaluate admissions and financial aid system processes, policies and reporting needs.

 External Relations

· Serve as an articulate and enthusiastic spokesperson for the college’s aspirations and commitments in all enrollment activities and initiatives.

Internal Relations

· Participate in the work of the College via committees and special projects, playing an active role in teams charged with devising and implementing standards for ongoing campus challenges (e.g., data security and web-streaming technologies).

· Work in partnership with the Advancement Office to optimize revenue from donor-supported scholarships while enhancing strong relationships with the college’s current and potential donors in support of institutional financial aid.

SUPERVISORY RESPONSIBILITIES: 
Director of Enrollment Information, Research and Planning, Senior Associate Dean of Student Financial Aid.

CONTACTS: The Assistant Vice President for Enrollment and Dean of Student Financial Aid interacts with division staff on a daily basis.  He/she also interacts with staff, faculty, department/office heads, Vice Presidents, and the President.  He/she also serves as a primary contact with The College Board and as a staff representative to vendors, other institutions, etc.

EDUCATION: 
Essential:
B.A. or B.S. degree


Desirable:


EXPERIENCE:
Essential:
7 - 10 years experience in enrollment programs with integrated admissions and financial aid operations

Desirable:
Experience with Recruitment PLUS desired; experience with PowerFAIDs a plus.

KNOWLEDGE, SKILLS, ABILITIES: 

· Excellent analytical and problem-solving skills to develop cross-functional systems and develop cross-functional work teams.

· Excellent communication and interpersonal skills with the ability to communicate and collaborate effectively with a wide variety of people

· Demonstrated analytical skills and an ability to interpret, adapt, develop and apply guidelines and procedures

· Effective organizational .skills

· Ability to work effectively in a fast-paced, team-oriented and goal-centered environment

· Ability to work with confidential data

· Fluent in the MS Office Suite of software

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal Office Environment

WORK SCHEDULE:
FTE:
1.0



Term:
Full Year



Shift: 
Campus office hours with evening and weekend hours required during special Enrollment events and operational peak times.

APPROVAL:
Michael Kyle

DATE:

April, 2008

