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ATI CAREER TRAINING CENTER

JOB DESCRIPTION 


ATI CAREER TRAINING CENTER
JOB DESCRIPTION 

JOB TITLE:  
Campus Eligibility Specialist
REPORTS TO:
Regional Director of Financial Aid
DEPARTMENT:
Financial Aid
DATE:
July 2009
BASIC FUNCTION:  Audit all new and continuing students to insure all Federal Guidelines have been followed; verify that awards have been set up correctly, and identify any errors/trends in the Financial Aid packaging process.
JOB SPECIFICATIONS:  Working under the supervision of the Region Director of Financial Aid, this position is responsible for the audit and review of financial aid files. The position is also responsible for assisting with other aspects of monitoring and maintaining compliance with Federal, State and Accrediting agency regulations. Some travel required.  
EXTERNAL CONTACTS:  Coordinate and communicate with Directors of Financial Aid, Regional Director of Financial Aid, and Executive Directors at school locations via phone, email, and personal contact. 
INTERNAL CONTACTS:  Frequent reporting requirements to different levels within the organization.

DECISION MAKING RESPONSIBILITIES: Scheduling work timely and meeting deadlines. Responsible for prioritizing tasks to maximize productivity and improve outcome.  
CONSEQUENCES OF ERRORS:  The Campus Eligibility Specialist is directly responsible for maintaining the integrity of the Financial Aid Department and compliance with the US Department of Education’s Federal Regulations when administering Title IV Aid.  Failure to maintain compliance, could lead to loss of Title IV funds at the campus.

EXPOSURE TO CONFIDENTIAL INFORMATION:  School information, including, but not limited to regulatory information, SAP and Attendance information, Student and Parent Financial Aid Documents, such as W-2’s, Credit Reports, names, addresses, phone numbers, birthdays, and social security numbers.    

Key Activities
-          Develop and prepare annual and monthly schedules for completing auditing     requirements 

-          Maintain and update audit criterion as regulations or policies change

-          Review and audit incoming students and second or subsequent year student files.
-          Review and audit crossover packaging and eligibility
-          Move files to a Pay Ready Approved status and certify all loans and move all Financial Aid to a “Ready to Send” status.
- Communicate with Regional Director of Financial Aid to insure all trends in packaging are identified and training can be provided.
- Conduct or assist with training for financial aid staff, as needed

- Any additional projects or duties, as assigned.

The above statements describe the general nature and level of work being performed.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of the position.  Employees holding this position will be required to perform any other job-related duties as requested by management.  All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

I have read and understand this job description.
______________________________________

________________ 

Employee Signature





Date
 ______________________________________

_________________
Supervisor Signature





Date
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