
JOB DESCRIPTION

POSITION TITLE


Student Accounts Specialist


REPORTS TO:


Controller

PRIMARY FUNCTION:
Student Account Specialists share responsibility for all aspects of the Student Accounting Office including financial counseling, billing, maintaining the student accounting data base and multiple interfaces, coordinating systems that provide health insurance and meal plans, & IRS reporting for tuition and FERPA regulations 

AREAS OF RESPONSIBILITY:


1.  Responsible for the operation of student accounting processes including SJ uploads, department transfers (parking, financial aid, payroll) and the payment gateway electronic data transfers to and from 3rd parties and other departments; & management of the student accounting database. 

2. Provide financial counseling for parents and students regarding payment options and payment plans with authority to negotiate special arrangements.  When necessary, resolve problems and questions with students or parents regarding student finances, loan options and 529 plans.  Contact and initiate the settling of student account balances in escalated or special situations.
3.  Make all electronic database transfers and manual entries from other sources such as TMS, financial aid, parking office, housing office, academic departments, library etc.   Maintain accuracy of student accounting records and approve student refunds checks.

4. These positions make sure all student are covered with Health Insurance. Coordinates the electronic flow of information between the insurance company web site/data base (that sells insurance and collects premiums and waiver information) and the St. Olaf Student medical information web site/data base that feeds the Athletic Department Software. Students with no coverage by a certain date are notified that they will be automatically enrolled.  Questions and concerns about  claims will directed to the insurance company.  Problems will be handled by the Treasurer's office.
5. Maintain compliance with FERPA confidentiality rules in Student Accounting and the Business Office.
6. Back up for the Student Loan Account Collections including knowledgeable of Title IV regulation, bankruptcies, deferments, loan cancellations and 3rd party servicer transactions.

7. Apply single pay discounts to necessary students and make sure parents have correct bill in summer. 

8. Manage transfer of Ole dollars from student account and from regular payments. Make sure correct charges are added to students account when ID card is lost. 
9. Assume a leadership role in the following special projects as assigned by the Controller.

1. Address campus cash management concerns by streamlining the collection of departmental charges and organization dues (course packets, music org charges etc. that are appropriately sold by departments rather than the Bookstore) via the web or as part of the registration process.

2. Work in an advisory capacity providing a vision of what new student accounting information system (SIS) should be able to do.

3. Implement a new web based payment system for student accounting.

4. Move towards 100% e-billing

SUPERVISORY RESPONSIBILITIES: 
none

CONTACTS:
Parents, students, staff, faculty, 3rd party vendors and general public.

EDUCATION: 
Essential:
2 year accounting, business or equivalent degree


Desirable:
4-year accounting, business or equivalent degree

EXPERIENCE:
Essential:
2-3 years self-directed accounting/data management experience.


Desirable:
Experience in working in higher education environment, and data management. 

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent communication skills (verbal and written), ability to communicate sensitive and/or complex information in a confidential and straightforward manner.

· Advanced user of Microsoft Office Suite, with expertise in Excel and experienced in financial database systems.

· Basic accounting skills

· Ability to work independently, multitask, and work with interruptions 

· Generalist level knowledge of student services for higher education business office procedures 

· Must possess a high level of accuracy and strong attention to detail

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal Office Environment

WORK SCHEDULE:
FTE:
 1.0 


Term:
Full year


Shift:
8:00-5:00

APPROVAL:                                                  Angie Mathews

DATE:




March 2009

