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POSITION TITLE:	Bursar

EMPLOYMENT CATEGORY:	       ADMINISTRATION
					  X   PROFESSIONAL
					       SUPPORT – LEVEL I
					    _ SUPPORT – LEVEL II
       SUPPORT – LEVEL IIII

EFFECTIVE DATE:  July 1, 2014

DEPARTMENT: Business Office

ESSENTIAL FUNCTION:  General responsibilities may include, but are not limited to the review of student accounts, review and maintenance of collection efforts, reconciliation and third party billing. 

RESPONSIBILITIES AND DUTIES: 
· Post student tuition and fees, including charges related to Cougar Crossing and Follett.
· Advise students regarding their payment options.
· Review student payment plans for completeness and accuracy.
· Process changes in student payment plans.
· Apply payments from the payment plans twice a month.
· Apply payments to student and other internal accounts.
· Provide customer service and answer student inquiries regarding their financial status.
· Work past due accounts during the semester by applying late fees and holds. Also work past due accounts to be sent to outside collection agencies.
· Track and maintain student accounts throughout the collection process to ensure prompt payment of outstanding balances. This includes working closely with CBSA, Credit World and Brant Associates.
· Invoice and collect payments from third party agencies for student accounts, including but not limited to MYCAA, OHLAP, GoArmy, National Guard Tuition Assistance, FCI, SECC, and various unemployment agencies.
· Post payments from the above third party agencies.
· Work closely with the Financial Aid Director regarding student billing, accounts, and communication.
· Post financial aid to students accounts.
· Process student refunds.
· Transmit 1241 refunds checks to the state.
· Maintain professional relationship with external collections organizations.
· Reconcile monthly 741 aid activity.
· Maintain checks canceled by statute log.
· Process check for payment to Rose Rock Bank for NSF checks written by students.
· Provide authorization for students to reside in Cougar Crossing.
· Process monthly payment reports for Cougar Crossing and Follett.
· Reconcile outstanding balances with Cougar Crossing and Follett.
· Request checks from accounts payable for the processing of internal scholarships.
· Invoice Redlands Community College Foundation for scholarships processed. 
· Maintain detailed scholarship records from outside sources.
· Provide charge authorization to Follett on outside funding for students.
· Perform research on student disputes.
· Perform other related duties as assigned.


INSTITUTIONAL DUTIES AND RESPONSIBILITIES: 
· Institutional Service
· Understand and promote the mission statement of Redlands Community College.
· Participate with the entire staff to perpetuate the goals and ideals of Redlands Community College.
· Reinforce the value of service to others and strengthen ethical development and civic engagement.
· Cooperate in the promotion of “students first” by supporting and encouraging the use of superior customer service skills and a “how may I help you” attitude.
· Serve on institutional committees on assignment.
· Ensure, with the coordination of the position supervisor, that the services to be provided as a consultant or contract service to another agency do not interfere with or conflict with the hours, duties or responsibilities of this position.
· Professional Development
· Attend scheduled in-service activities and meetings.
· Attend seminars and workshops in areas pertaining to professional position responsibilities.
· Participate in professional development programs to enhance knowledge in professional field.
· Community Service
· Represent Redlands Community College within the community and/or business sector in a manner which enhances the image of the College.
· Other Duties
· Other duties as assigned.

REPORTS TO: 
Business Office Manager
Vice President for Finance & Campus Services

SUPERVISES: One Part Time Employee

QUALIFICATIONS:
MANDATORY: 
· Understanding of accounting receivable and collections processes and principles
· Bachelor’s Degree in Accounting or related field.
· Strong organizational and time management skills.
· Strong interpersonal and problem solving skills.
· [bookmark: _GoBack]Must be a people person
· Computer literate, particularly Microsoft Excel and computerized accounting systems

	PREFERRED:
· Three year’s experience in accounting.
· Understanding of fund accounting processes and principles
· Experience with POISE preferred
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