
JOB DESCRIPTION

POSITION TITLE

Assistant Director of Financial Aid




REPORTS TO:

Director, Financial Aid

PRIMARY FUNCTION: 
Counsel and advise students and families regarding financing a St. Olaf education including eligibility requirements, application procedures, available programs, financial literacy, budgeting, and student loan debt management.  Review financial aid applications to determine financial aid award packages using both institutional and federal methodology.  Manage the student employment program while ensuring compliance with federal, state, and institutional regulations, policies, and objectives.  Coordinate and monitor federal financial aid grant programs.
AREAS OF RESPONSIBILITY:
1. 
Utilize knowledge of federal, state and institutional financial aid programs and processes to counsel students and families (in person, in writing, and over the phone) about the financial aid process, award packages, billing statements, budgeting, and financial literacy.
2.   Manage the Financial Aid aspects of the student employment program as an integral part of the financial aid program at St. Olaf.  Monitor usage of the program and generate reports as necessary.  Set and communicate internal policies and processes to comply with federal, state, and institutional regulations.
3. Coordinate awarding, disbursing, and reporting of Federal Pell, Academic Competitiveness, SMART, and Teach Grants.  Oversee aid recalculations (including R2T4) and monitoring for students who have changes to enrollment status.
4. Review and analyze financial aid application data to determine accurate and compliant financial aid award packages.

5. Actively participate in the continual growth of the financial aid department; including developing, reviewing, and revising website information, effectively managing assigned duties using a variety of technological resources; promoting a student-oriented financial aid office, etc.
6. Responsible for the sending and receiving of Institutional Student Information Records (ISIRs); ensuring timely and accurate data transmissions; and monitoring of ISIR transactions and changes to ensure federal compliance standards are being met.

7.   Maintain current knowledge of applicable federal, state, and institutional regulations and standards to ensure compliance.
SUPERVISORY RESPONSIBILITIES: 
Indirectly supervise/assign duties to administrative staff and student employees.
CONTACTS:
Student, staff, faculty, general public.
EDUCATION: 
Essential:
Bachelor’s degree.


Desirable:
Same

EXPERIENCE:
Essential:
Minimum two years financial aid experience.

Desirable:
Financial aid experience in a selective liberal arts setting.

KNOWLEDGE, SKILLS, ABILITIES:

Strong communication skills and the ability to provide exemplary service to students, parents, colleagues, etc.    Ability to work independently as well as collaboratively with others; take the initiative to solve problems; collect, analyze, interpret, and report data in a timely manner; and produce accurate and detailed work.  Knowledge of financial aid/billing policies and processes, and financial aid application processes.  Knowledge of regulations and legislation governing federal and state financial aid programs.  Ability to organize, prioritize, and complete multiple work assignments in a complex work environment.  Knowledge of Microsoft Word, Excel, and Access required.  Experience using PowerFAIDS software as well as EdConnect  and COD systems desired.
PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Fast-paced office environment.

WORK SCHEDULE:
FTE:
1.0 



Term:
Full year.



Shift: 
Campus office hours, Monday-Friday; occasional evening and weekend hours
APPROVAL:                                                Sandy Sundstrom
DATE:




October 7, 2010
