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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  FINANCIAL AID SPECIALIST
1.00
GENERAL STATEMENTS

1.01
Position Scope
a. The Financial Aid Specialist is responsible for performance of duties needed within the operation of the financial aid office and to meet the needs of students.
b. The Financial Aid Specialist 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:  Administrative/Support Staff

c. Terms of Employment:  Hourly Position

d. Salary Category:  III
2.02
Supervision

a. Supervision Received:
· The Financial Aid Specialist reports directly to the Director of Financial Aid.
b. Supervision Exercised: 
· The Financial Aid Specialist may supervise student assistants assigned to the area.

2.03
Key Areas of Responsibility

a. To perform all standard duties including typing, filing, computer input/output, reports and other duties as assigned.  
b. To greet the public, including students, in a positive and professional manner suitable to the position by phone or in person.  Communicate with students via phone, email, text, and video.
c. Assist in the development, implementation, and assessment of policies and procedures relating to financial aid. Assist in the annual update of the Financial Aid Policy and Procedures Manual.
d. Assist in the administration of all institutional, state, and federal aid programs offered at the college within accepted ethical standards of practices established by college, local, state and federal guidelines.

e. Counsel students and parents on financial aid processes, procedures, and opportunities.  Assist students in completing federal, state, and institutional aid processes.  Travel to schools, companies, and/or recruitment events may be required.
f. Receive and process documentation required for federal, state and institutional aid such as ISIR’s, student employment applications, letters of intent, and scholarships.
g. Process institution and federal student aid reports to ensure that federal aid and scholarships are completed for all students as prescribed by the institution’s policy.

h. Execute functions to assist in the awarding, processing, and disbursement of financial aid to students such as managing acceptance process, assisting with satisfactory academic progress, and assisting with the federal work-student program. 
i. Maintain loan requirement documentation to ensure it is completed for all students in a timely manner.

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

k. Assist with recruitment and retention activities as needed.

l. Attend conferences or workshops for on-going financial aid training.

m. Perform other 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.




