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FINANCIAL AID EXAMINER

DISTINGUISHING FEATURES OF THE CLASS: This is responsible work for the management and
administration of the organization's Financial Aid Program. The work involves responsibility for assisting
students in applying for and obtaining student financial aid through Federal or State Government financial grant
programs or scholarships. The work includes reviewing applications for completeness and accuracy, advising
students on what type of grants are available, and the appropriate forms and financial documentation needed to
apply for each type. The work also involves responsibility for verifying academic status of applicants eligible
for financial aid, and verifying or validating information provided by students and their parents depending on
the requirements of each program. The work involves directing the Wide-Area-Network Computer Programs
pertaining to financial aid and updating the system. Work is performed under general supervision with leeway
allowed for the exercise of independent judgment in advising and assisting students in procedures, completing
their applications, and in securing required documentation in a thorough and efficient manner. Work is
reviewed through conferences and oral reports. The incumbent does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Manages and administers the organization's Financial Aid Program;

Directs Wide-Area-Network Computer Programs pertaining to financial aid, keeps current all processing
software, reports, input, and output, and up-dates software;

Assists students and their parents in completing applications for federal and state student financial assistance to
insure that information and documentation required for each grant or scholarship has been included;

Keeps current on all Federal and State Financial Aid laws, regulations, policies, and procedures and acts as resident
expert for administration, faculty, and staff on all financial aid regulations;

Informs applicants of the grants and scholarships available and the regulations, requirements, and procedures
involved in the application process;

Examines and verifies information provided on the financial application forms dealing with eligibility
determinations to insure that all required documentation is available, performs validation of information
reported on the application for a Basic Grant in accordance with Basic Grant regulations, and contacts
students and parents when further documentation is required,;

Provides information and referral for students interested in work-study or deferred payment programs or for
special grants and loans administered by the administration;

Reviews students' records to verify that every student eligible for financial aid has met federal and state
regulations concerning admission and matriculation status and satisfactory academic progress as
required,;

Attends training sessions and workshops to stay abreast of changes in federal and state guidelines, regulations,
and application forms;

Manages, monitors, and prepares financial aid program budgets;

Develops long range plans and objectives for the office;

Coordinates and provides data necessary for Federal and State agencies and certifies reports;

Coordinates and prepares a variety of related reports;

Determines and awards aid and authorizes Business Office to disburse aid to student accounts.




Financial Aid Examiner

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL CHARACTERISTICS:

Good knowledge of Federal and State student financial aid programs and the rules, regulations, and procedures
involved in the application process;

Good knowledge of student financial aid eligibility standards and requirements;

Good knowledge of the organizational rules and regulations pertaining to matriculation, student academic
standing, and registration status;

Good knowledge of interviewing techniques to guide students through the application process and assist them in
determining the best course of action to follow;

Ability to read, understand and interpret rules and regulations for purposes of advising and assisting applicants,
administration, faculty, and staff;

Ability to communicate clearly and concisely, both orally and in writing;

Ability to relate well with others.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited or New York State registered college or university with a Bachelor's
Degree in Business Management or Accounting; or

(b) Graduation from a regionally accredited or New York State registered college or university with an Associate's
Degree in Business Management or Accounting and two (2) years of experience in examining, evaluating,
investigating, or assisting in the completion of state and federal financial aid forms in a post-secondary
institution or a financial aid office; or

(c) An equivalent combination of training and experience as defined by the limits of (a) and (b) above.

NOTE: Your degree must have been awarded by a college or university accredited by a regional, national, or
specialized agency recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of
Education. If your degree was awarded by an educational institution outside the United States and its
territories, you must provide independent verification of equivalency. A list of acceptable companies who
provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay
the required evaluation fee.



