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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ASSISTANT DIRECTOR OF FINANCIAL AID
1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The Assistant Director of Financial Aid is responsible for performance of duties needed within the operation of the financial aid office and meet the needs of students.
b. The Assistant Director of Financial Aid participates in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.

2.00 SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Director of Financial Aid
b. Function/Category of Position:  Student Services/Support Staff

c. Terms of Employment:  Salary Position

d. Salary Category:  IV
2.02 Supervision

a. Supervision Received:

- The Assistant Director reports directly to the Director of Financial Aid.
b. Supervision Exercised:

- The Assistant Director may provide supervision to the student assistants assigned to the area.
2.03 Key Areas of Responsibility

a. Assist in the development and implementation of policies and procedures relating to the programs of financial aid and assure that such programs are directed toward the fulfillment of the mission and philosophy of the College.

b. Assist in the administration of all institutional and federal student aid programs offered at the college within accepted ethic standards of practices established by college, local, state and federal guidelines.

c. Perform duties of Director of Financial Aid in the director’s absence. 

d. Keep abreast of changes and interpret federal, state and other financial aid regulations/requirements.

e. Counsel students and parents on financial aid processes and procedures, opportunities, and related matters
f. Receive and process documentation required to process federal aid.
g. Perform verification of student’s application data.
h. Process daily ISIR receipt and initiate ISIR corrections through the Ed Connect and Ed Express Software programs.
i. Process institution and federal student aid reports to ensure that federal and scholarships are completed for all students as prescribed by the institution’s policy.

j. Complete duties of verification and tracking of course withdrawals to monitor a student’s number of credit hours and Student Aid Index (SAI) in order for the Director to accurately adjust student awards.

k. Execute automated functions to assist in the awarding, processing, and disbursement of financial aid to students.

l. Remain vigilant in identifying potentially fraudulent activity within student information and reporting to the Office of Inspector General (OIG) when necessary.

m. Aid in completion of SAP processing.

n. Assist in updating procedures manual as needed. 

o. Process exit counseling notifications and loan disbursement notifications.

p. Attend conferences and workshops applicable to student financial aid; travel to present seminars, information sessions and other programs for students, prospective students and parents.

q. Collaborate with the Director of Financial Aid to prepare annual audit.

r. Perform all other reasonable duties as assigned by the Director of Financial Aid.
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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.

