CREDENTIALS - FINANCIAL AID OFFICE

NAME

Christine Porchia

PRINCIPAL JOB RESPONSIBILITIES
Develop, plan, implement and administer goals and objectives
as well as policies and procedures related to the College's
Student Aid programs
Administer federal, state, private and institutional student aid
programs, including VA benefits, loans, grants, scholarships
and work-study employment

Coordinate federal, state and College programs to meet
deadline dates and reporting responsibilities; act as a liaison
with federal, state and private agencies regarding student aid.
Direct and evaluate student aid packaging policies to
determine appropriate allocation of funds to specific
categories of students.

Complete required federal, state, and institutional reporting
requirements on an annual basis.

EDUCATION

Bachelor of Science,
Fayetteville State
University; Associate
in Science,
Fayetteville Technical
Community College

JOB DESCRIPTION
LINK

Director of Student
Financial Aid
Services

Maintain knowledge of local, state and federal financial aid
criteria, rules, and regulations.

Assist students with information, advice, referrals, and
status of student's account.

Assist with the development of efficient and reliable

citizenship. Exercise direct supervision of two account
technicians and technical/functional supervision of clerical
staff. Set up student accounts for aid, scholarships, and
grants. Apply student awards to A/R accounts.

(currently . Assistant Director of
recruiting for this electronic data management systems._ . Student Financial Aid
., Set up student accounts for student aid and scholarships; .
position) apply student awards to Accounts Receivable accounts. Services
Research and analyze specific problems in the preparation
of assigned reports.
Process refunds to Title IV accounts according to
appropriate federal regulations.
Research and analyze specific problems in the preparation of |Bachelor of Science
assigned reports. Process calculations of Return to Title IV in Business
aid. Process appeals for students seeking a change of Administration, . .
. . dependency status, adjustment to income, or confirmation of [Kaplan University Assistant Director of
Regina Anglin ’ ’ Student Financial Aid

Services

http://sacs2011.faytechcc.edu/Documents/Credentials_FinAidOffice.pdf
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IV-7.20  Director of Student Financial Aid Services

IV-7.20.1 DEFINITION

To plan, organize and coordinate the College'se3tudlid programs and services consisting of fedstate,
private and institutional financing; to provide higresponsible and complex administrative staffsurt to
the Associate Vice President for Student Serviard;to coordinate assigned activities with otheliege
divisions, departments and outside organizations.

IV-7.20.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice predidenStudent Services.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-7.20.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Administer federal, state, private and institutistadent aid programs, including VA benefits, Isagrants,
scholarships and work-study employment; monitostineent aid process to ensure compliance withrééde
and state regulations and fiscal accountability.

Develop, plan, implement and administer goals djdatives as well as policies and procedures rekate
the College's Student Aid programs; develop andeémpnt new and modified programs, policies and
procedures.

Secure funding from both public and private sources

Represent the College to special interest groupgtp interests, community groups and the genmralic.

Direct and evaluate student aid packaging polimadetermine appropriate allocation of funds tocéfje
categories of students.

Direct and evaluate veterans benefit programs teraéne appropriate chapter assignments and aidbocat
of funds to students.

Coordinate assigned student aid activities witts¢haf other College divisions and departments.

Confer with and provide staff assistance and adeibégher level College staff; develop, prepare present
recommendations and reports as requested.

Coordinate federal, state and College programsdtet mheadline dates and reporting responsibiliiesas
a liaison with federal, state and private agenagsrding student aid.

Direct and administer the College scholarship mogrdevelop and evaluate recommendations for celate
policies and procedures.
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Director of Student Financial Aid Services(Continued)

Develop and maintain effective information dissegmion and public relations on student aid matters.

Perform related duties as assigned.

IV-7.20.4

QUALIFICATIONS

IV-7.20.4.1 Knowledge of

Principles of effective public relations with fedérstate and private agencies.
Applicable federal and state laws, rules and reguia regarding student aid programs.
Research methods and techniques of report presentat

Record keeping and reporting procedures.

Modern office methods and equipment, including geitessing applications.

IV-7.20.4.2  Ability to:

Plan, organize and execute a comprehensive stageptogram.

Understand, interpret and apply laws, rules andlagigns as they apply to student aid
programs.

Interpret and apply College policies, procedureles and regulations.

Communicate effectively, both orally and in writingcluding preparation of reports
utilizing technical and statistical information.

Gain cooperation through discussion and persuasion.

Prepare, analyze and implement appropriate recocitions related to College
administration.

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

IV-7.20.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Director of Financial Aid (Continued)

Experience

Four years of progressively responsible adminiseabr staff experience in Veterans
Administration and financial aid (Title 1V) assiatze programs.

Training

A Masters degree from an accredited college orarsity in business administration or a
closely related field; or equivalent.
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IV-8.5 Assistant Director of Student Financial Aide3vices

IV-8.5.1 DEFINITION

To assist in the planning, organization and sug@miof the College's financial aid services; ttvaty
participate in the activities of this office and perform a variety of technical tasks relative ke t
implementation of financial aid policies and progess.

IV-8.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Studentdricial Aid Services.

Exercises technical and functional supervision @letical staff.

IV-8.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist Director of Student Financial Aid Serviceslevelopment of processes and procedures dedigned
improve access to sources of financial aid by sttgjevhile maintaining efficiency and fiscal integrof
FTCC Student Financial Aid Office.

Perform the functions of the Director of Studemidficial Aid Services in the absence of that indisid
Maintain knowledge of local, state and federalfficial aid criteria, rules, and regulations.

Assist students with information, advice, referralsd status of student's account.

Set up student accounts for student aid and sdipa; apply student awards to Accounts Receivable
accounts.

Prepare reports and statement as required.

Research and analyze specific problems in the pagpa of assigned reports.

Process refunds to Title IV accounts accordingpjorapriate federal regulations.

Serve as liaison between Director of Student FiizdAdd Services, Associate Vice President for $iuid
Services, and the Vice President for Business amahEe of the College on procedures and methoddtogy
insure compliance with federal and state regulatimd audit requirements.

Serve on FTCC Financial Aid and Scholarship Conemitt

Assist with the development of efficient and rel@ablectronic data management systems.

Assist in preparing FISAP and other required repttstate and federal agencies.
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Assistant Director of Financial Aid ServicegContinued)

Coordinate the internal audit requirements of fati€itle 1V recipient records.

Serve as liaison between the community and thexdiahaid office providing financial aid workshopad
presentations.

Work with community service organizations to deypettudent employment opportunities for the Federal
Work Study Program.

Perform related duties as assigned.

IV-8.5.4 QUALIFICATIONS

IV-8.5.4.1 Knowledge of

Principles of effective public relations with stundig, staff, and external agencies.
Applicable federal and state laws, rules, and ®&gns regarding student aid.
General accounting and auditing principles andtres.

Modern office methods, practices, and procedures.

Operational characteristics of computers and relatgiipment.

IV-8.5.4.2 Ability to:

Plan, analyze and implement appropriate recommgndatelated to the operation of the
Student Aid Office.

Understand, interpret, and apply laws, rules, agdlations as they apply to a financial aid
program.

Apply accounting and auditing principles and praced.
Analyze data and draw sound conclusions.

Prepare clear, complete and concise reports.
Communicate effectively, both orally and in writing

Establish and maintain effective working relatiopshwith those contacted in the
performance of assigned duties.
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Assistant Director of Financial Aid ServicegContinued)

IV-8.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experienadving the awarding and disbursement
of financial assistance.

Training

A Bachelor’s degree from an accredited collegeusitess administration, records
management or a closely related field; or equivtalen
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