ANTIOCH UNIVERSITY LOS ANGELES
JOB DESCRIPTION

director of Financial aid
	Department:
	Financial Aid

	Reports to:
	Provost/VPAA

	Location:
	Los Angeles
	Classification Level:
	Administrator, Exempt, Gr. 42

	Supervises:
	Assistant Director Financial Aid

Financial Aid Counselor

Federal Work Study Students
	Percentage of Effort:
	100%


General Summary:  The Director of Financial Aid works with Antioch University Los Angeles to accomplish the goals and objectives of the Financial Aid Office.  The Director of Financial Aid provides leadership and management of student aid funds and student financial counseling and proactive leadership in packaging and awarding all financial resources, including grants, loans, work-study opportunities, and scholarships. This person serves as the content expert for the institution for all financial aid compliance matters.  The Director of Financial Aid duties require an ability to work independently, coordinate multiple tasks, and display a high degree of sensitivity to the needs of those various publics contacting the Office.  The position requires organizational and analytical skills, and strong interpersonal communication skills.

Essential Duties and Responsibilities:


1. 
Administer Antioch Los Angeles’ financial aid allocation in a fair, effective, and equitable manner in compliance with Antioch, state, and federal guidelines.

2.
Develop and modify policies and procedures for the effective distribution of institutional resources and ensure compliance with federal regulations.


3.
Provide financial counseling to current and prospective students who require assistance funding their educational goals. Advocate for AULA students’ financial needs in Antioch University system planning and budgeting processes.


3.
Provide leadership and direction to the Financial Aid Office, including performance planning, training, including cross-training, evaluation, and the management of office budget to ensure a team that works to support the mission and goals of the University in a student-centered, customer-focused and legally compliant manner.

4.
Administer the Direct Loan Program.

5.
On an ongoing basis, work closely with EdFund, the Department of Education, and all financial aid associations, such as NASFAA, CASFAA, and WASFAA, to ensure student and institutional eligibility in the Title IV Federal Student Aid Programs.

6.
Work with AULA academic and administrative departments in order to effectively administer and deliver the financial aid programs and services, including institutional scholarships, to students.

7.
Monitor and exercise confidentiality and discretion with regard to FERPA in communicating financial aid information.

8.
Oversee and assist with the determination of student award packages, the loan certification process, the releasing of loan funds, and the financial aid application process, including monitoring student satisfactory academic progress.

 9.
Coordinate with Student Accounts and Registrar Office to update and reconcile student financial records in order to assure the accuracy of these records in compliance with University, state and federal guidelines.


10.
Provide leadership in the ongoing development of a computerized financial aid awarding and accounting system in order to improve the accuracy and efficiency of financial aid awarding and record-keeping systems.


11.
Advise the AULA Scholarship Committee.


 12.
Participate as a key member of the Financial Technical Resource Group and other planning committees and coordinate and cooperate with Central Administration’s Office of Financial Affairs and Student Loan Office in order to provide leadership and perspective to the strategic planning, policy development, and financial resource allocation and use University-wide.


13.
Coordinate entrance and exit counseling.


14.
Provide back-up support to financial aid and debt management counseling.


15. Perform other duties as assigned by the supervisor that are appropriate to the position.
Job Specification:

1. Bachelor’s degree (Master’s degree preferred) and a minimum of three years of experience in administering financial aid programs at a post-secondary institution or an equivalent combination of experience, training and/or education.
2. Experience in supervising staff.

3. Demonstrated capacity in problem solving and independent judgment.

4. Experience in counseling, mediating, and resolving student concerns.

5. Demonstrated capacity in budget management and planning.

6. Experience working with computerized financial aid award and tracking systems; Previous experience with Datatel system preferred.

7. Demonstrated capacity for working in a diverse and participatory work environment.


9.   Excellent oral, written, and interpersonal communication skills.

10. An organized person with an eye for detail.
Hours of Employment:  This is a full-time position.  A full-time work schedule will be established in consultation with the supervisor.  Some early evening hours and weekend hours may be required.

Compensation and Benefits: Salary is DOE.  Benefits include medical, dental and vision insurance, prescription drug service, life insurance, paid holidays, sick and vacation leave, and retirement plan.  Employees are eligible to apply for a tuition benefit after one year of employment.

Physical Requirements:  Work is normally performed in a typical interior/office work environment. No or very limited physical effort required with limited exposure to physical risk.

Antioch University LA reserves the right to change the duties of the job description at any time.
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