POSITION: 


Financial Aid Technician  

NAME:






SUPERVISOR:


Director of Financial Aid & Veteran Affairs
NATURE OF POSITION:  
 

Under the supervision of the Director of Financial Aid, performs accounting-related administrative duties that require familiarity with basic financial aid functions.  Examples may include data verification; coding and posting/data entry of information; preparing reconciliations; and processing applications for financial aid.  Assists in the registration process, as needed.  Performs routine administrative duties. 
The functions of the Financial Aid Technician include: 

· Reviews financial aid source documents.  Identifies inaccuracies, such as math errors, missing or inaccurate information, signatures or documentation.  Assigns standard pre-established codes and/or other identifying information. 
· Enters financial aid transactions into appropriate systems.  Verifies and corrects information entered. 

· Reconciles routine financial aid records, such as Banner reports, HOPE reports, and U.S. Department of Education reports. 

· Maintains financial aid and related fields and records. 

· Compiles data and prepares and distributes basic information reports. 

· Prepares payment requests and/or reimbursement requests. 

· Maintains and updates financial aid Banner system.  Trains financial aid staff on Banner system.

· Maintains student eligibility in associate degree programs for HOPE Scholarship.

· Performs routine administrative duties such as inputting data, answering telephones and/or related duties. 

· Assists in registration process as needed. 

· Attends seminars, conferences, job-related training, and/or other staff development training programs.  Reads pertinent work-related information and materials.  Serves on committees.
Minimum Qualifications
Six months experience performing clerical and/or accounting duties. 
