SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Financial Aid Specialist II (Continued)

San Bernardino Community College District

Financial Aid Specialist II
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, ensures all student applications are imported from federal database for financial aid processing; assists students in applying for financial aid; and assists in the administration of financial aid and scholarship programs.
This class is characterized by responsibilities requiring considerable experience that may include the electronic transfer of all student applications to and from the federal government's database and providing assistance to the Assistant Financial Aid Director. Incumbents are expected to exercise independent judgment in the performance of duties with minimal direct supervision and to develop appropriate recommendations and reports related to the student financial aid program.
representative Duties

The following duties are typical for this classification.

1. Imports financial aid applications from federal database for financial aid processing; renames files and forwards applications to appropriate staff for review; inputs necessary corrections on applications and redistributes to staff; exports finalized applications back to federal government.
2. Reviews student files that have been selected for verification; checks tax returns for accurate information; checks student’s grade transcripts for satisfactory progress and dismissal.

3. Performs a variety of technical duties in support of the financial aid program; assists students at counter and responds to questions from parents and staff; provides information regarding financial aid programs including eligibility requirements, types of available assistance, and opportunities for self-help.

4. Compiles all necessary documentation, prepares folder for each financial aid student, and reviews with supervisor as necessary, during the award process.

5. Determines students’ eligibility and financial needs according to clearly established criteria set forth by federal guidelines and District policy; assists in making initial awards, or adjustments, and in the distribution of loan checks.

6. Notifies students of awards or denial of awards; adjusts awards based on student receiving scholarships and other outside assistance.

7. Prepares periodic reports on accumulated expenditures and balances in preparation for fund disbursements using computer system.

8. Maintains financial aid student records and other records by reviewing and updating pertinent data via remote computer terminal; reviews and prepares computer inputs under prescribed guidelines.

9. May supervise office staff in absence of supervisor.

10. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Student financial aid processes and procedures including applicable federal and state laws and regulations regarding student grants and loans.

General accounting and bookkeeping practices and techniques.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Mathematical principles and practices.

Principles and procedures of record keeping and filing.

Principles of business letter writing and basic report preparation.

Ability to:

Interpret state and federal guidelines pertaining to financial aid programs.

Determine eligibility of students for financial assistance through analysis and interpretation of data and guidelines.

Maintain current working knowledge of policies and federal guidelines regarding financial aid.

Properly handle difficult, sensitive, and confidential situations and materials.

Plan, organize and prioritize work in order to meet schedules and timelines.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technology and learn functionality of new equipment and systems.

Maintain current, accurate and confidential records and files.

Prepare a variety of comprehensive and statistical reports.

Type or enter data at a speed necessary for successful job performance.

Understand and follow oral and written instructions.

Work with people who have economic, cultural, or language barriers.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, accounting, or a related field.
Experience:
Two years of increasingly responsible financial aid program experience comparable to a Financial Aid Specialist I in San Bernardino Community College District.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting with frequent student contact.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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