
DIRECTOR OF STUDENT ACCOUNTS (FULL TIME)


GRIFFIN CAMPUS


MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Accounting/Finance/Business Administration or a closely related field. A combination of five years of accounting work and management experience.   At least, two years’ experience using Banner database software, Strong understanding of general accounting principles, mastery of spreadsheets, and databases. Demonstrated ability to manage multiple projects within specified time frames. At least three years’ supervisory experience. Excellent written and verbal communication skills.

PREFERRED QUALIFICATIONS:

Master’s Degree in a closely related field from an accredited college or university. At least five years’ experience in working with Banner and student refunds. At least five years’ supervisory experience working with a multi-campus staff.

JOB DESCRIPTION:

The Director of Student Accounts position oversees and coordinates financial administration work associated with processing and maintaining student tuition accounts and related records. These functions include assessment, billing, collection, refunding and accounting of students’ tuition, fees, financial aid, loan accounts, third party receivables and other institutional receivables. Ensures that all transaction processing, balancing, reconciliation and related accounting functions are performed in an accurate and timely manner.

This  position  will  work  under  minimal  supervision of  the  Vice  President  of  Administrative Services. Activities  will  include accounting  functions  which  are  standard,  but  complex  and  varied  in  scope; independent recording of financial transactions; performing reconciliations; preparing accounting reports; recording cash/check receipts for student registration; maintaining accounting file information; processing complex receivables transactions; maintain excellent working relationships with internal and external customers. Supervising the BANNER-AR support staff on multiple campuses.

JOB RESPONSIBILITIES:

Oversees and coordinates all activities associated with the student receivable system, including billing, payments,  refunds,  account  holds,  collections,  write-offs,  account  reconciliations, etc.   Oversees  the college Bookstore operations. Interacts with other departments to resolve issues as necessary. Maintains the balancing of the Banner student system.  Ensures the feeding of information successfully through the Banner system. Participates in student orientation activities with other departments of the College as needed.  Coordinates with the Registrar and other departments the schedule of purging students from classes due to nonpayment of tuition and fees for the term.  Coordinates the printing and mailing of student bills for students with balances pursuant to due diligence requirements of the State of Georgia. Oversees the duties of all cashiers. Maintains control over the collection and deposit of funds handled by cashiers.  Assists cashiers in providing the best customer service to students and other customers. Reviews the Banner JV reports to resolve issues with misapplication of payments. Oversees the placing of students with  balances on  hold.   Coordinates all  third-party transactions for  student tuition  and  fee payment, including collection activities as needed.  Process third party loans through Nelnet.  Prepares reconciliations, analyze specific accounts and complete projects as requested.  Writes or updates procedures as necessary as they related to area of responsibility. Displays a high level of effort and
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commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior.  Performs other duties as assigned in the fulfillment of the needs, philosophy, and purpose of Southern Crescent Technical College.



SALARY:

Salary commensurate with education and work experience. Benefits include; health and wellness, paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES:

Only those who are scheduled for an interview will be notified of the status of the position.
Candidates must successfully complete a criminal background investigation and motor vehicle screening.

Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non‐discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770‐228‐7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center) Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA
30223, 770‐228‐7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A‐252, Thomaston, GA 30286, 706‐646‐6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770‐229‐3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770‐228‐7348.
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