SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Financial Aid Outreach Coordinator (Continued)

San Bernardino Community College District

Financial Aid Outreach Coordinator
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 direct supervision, oversees and coordinates the Financial Aid Outreach Initiative, including financial aid opportunities and outreach services in the community; serves as the financial aid representative to community service agencies; assists in monitoring all financial aid outreach activities; and performs a variety of tasks relative to assigned areas of responsibility.

This class is characterized by the performance of a variety of duties requiring considerable experience in the application and interpretation of regulations and policies governing financial aid programs and office operations.
representative Duties

The following duties are typical for this classification.

1. Coordinates the Financial Aid Outreach Program; schedules seminars and workshops; assigns dates, facilities and presenters; prepares materials for workshops including applications, handouts, and presentation materials; participates in the development of financial aid consumer information. 
2. Coordinates, orders, and secures special services and equipment for classes and presenters, including audio-visual equipment and materials from local high schools and related organizations.

3. Conducts financial aid presentations and workshops as required using knowledge of financial aid, student loan policies and institutional policies to inform students and parents of program requirements and appropriate deadlines.

4. Serves as a financial aid liaison for the college with the off-campus centers providing financial aid outreach to low-income or disadvantaged communities; recruits students to apply for financial aid; disseminates financial aid program information to high schools, local agencies, and the public; conducts presentations regarding financial aid program services and opportunities.

5. Develops and executes plans aimed at increasing financial aid awareness to result in an increase in low-income, disadvantaged student participation in post-secondary education. 
6. Assists financial aid applicants in completing various forms and applications; provides information on admissions, financial aid and registration policies and procedures; counsels students on all aspects of student financial aid including, but not limited to, satisfactory academic progress, eligibility, appeals, rules and regulations; monitors financial aid applicant results. 
7. Monitors and reviews the services and activities of the Financial Aid Outreach Program; incorporates educational trends and community needs into financial aid workshops and presentations.

8. Maintains a variety of files, records and databases; prepares a variety of reports and correspondence.

9. Works cooperatively and collaboratively with auxiliary programs and other related services.

10. May supervise part time and student workers.

11. 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:
Financial problems faced by economically disadvantaged students.

State and federal student financial aid processes and procedures including federal and state laws and regulations regarding the various duties of the Financial Aid Office.

Principles and practices of marketing and promotion.

Program administration, organizational methods and techniques.

English usage, spelling, grammar and punctuation.

Principles and procedures of record keeping and filing.

Principles of business letter writing and basic report preparation.

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

Ability to:

Coordinate the Financial Aid Outreach Program including materials development, facility assignment, and presenter selection.

Create effective community financial aid outreach and educational tools.

Prepare appropriate materials and handouts for low-income, disadvantaged populations, including those where English is a second language.

Monitor financial aid outreach program services and activities, and make recommendations for improvement.

Develop a variety of financial aid marketing and promotional material.

Interact successfully and cooperatively with students and families of diverse ethnic and economic backgrounds.

Make oral presentations to a wide variety of audiences.

Interpret state and federal guidelines pertaining to financial aid programs.

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

Display sensitivity to and understanding of low-income disadvantaged students and families that are diverse in terms of academic, socio-economic, cultural, linguistic, and ethnic backgrounds.

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:
An Associate’s degree or the equivalent with major course work in business administration, accounting, or a related field.

Experience:
Three years experience in the coordination of an educational program, preferably within a higher education setting which focused on financial aid outreach.

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 travel to high schools, migrant groups, local agencies, off-site campuses and the public.

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 travel to various locations; to make public presentations; 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.

Board Approved: 1/12/2006
Johnson & Associates Revised: January 2007

