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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF FINANCIAL AID

1.00
GENERAL STATEMENT

1.01 Position Scope

a. The Director of Financial Aid is responsible for supervising and directing the financial aid program at the college.

b. The Director of Financial Aid participates in the formation of general college policies as a member of the Student Affairs Council and as a member of Standing Institutional Committees.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Vice President for Student Affairs

b. Function/Category of Position:  Student Services/Management and Supervision

c. Terms of Employment:  12 months (July 1 – June 30 annually)

d. Salary Category:  IV

2.02 Supervision

a. Supervision Received:

The Director of Financial Aid reports directly to the Vice President for Student Affairs.

b. Supervision Exercised:

The Director of Financial Aid supervises the Assistant Director of Financial Aid, Administrative Assistant for Financial Aid, and college work study students.

2.03 Key Areas of Responsibility 
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a. Supervise and administer the program of financial aid.

b. Provide leadership in the development and implementation of student-centered policies and procedures relating to all financial aid services and assure that such programs are directed toward the fulfillment of the mission and philosophy of the college.

c. Coordinate with the Vice President for Student Affairs all financial aid programs, including scholarships, loans, grants, college work-study, and other employment opportunities.

d. Supervise the administration of all institutional and federal student aid programs offered at the college within accepted ethical standards of practice while interpreting college, local, state and federal regulations.
e. Stay abreast of all federal financial aid rules and regulations.
f. Administer and coordinate the student loan program; including design and implementation of loan default strategies, entrance and exit counseling and the processing of loans.
g. Manage current fund sources and keep abreast of any new financial aid funds for which the college may qualify.
h. Maintain records and data to ensure accurate preparation and timely submission of local, state, federal, and audit reports.
i. Advise students of opportunities and obligations regarding financial aid.

j. Coordinate with business office to ensure a seamless transfer of student aid to student accounts.
k. Make assignments for college work study jobs and provide the follow-up progress reports on students who are assigned college work-study 
l. Assume additional duties as assigned by the Vice President for Student Affairs.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.
