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AUTHOR1 ZING RESOLUTION 

concerning 

Alteration in Duties 
for 

Assistant to Director of Financial Aid/ 
Administrator I1 

Central Connecticut State College 

July 23, 1982 

RESOLVED, That the duties for the position, Assistant to Director 

of Financial AidlAhinistrator 11, at Central Connecticut 

State College be altered effective July 23, 1982, in 

accordance with all provisions and expectations as set 

forth in the proposal dated June 30, 1982, which is 

attached as an addendum to this Resolution. 

PTertified True Copy: 
i"" 

gxecut ive Director 



Addendum t o  BR# 82-88 

CENTRAL CONNECTICUT STATE COLLEGE 

Unclassified Position Alteration Summary 

TITLE : Assistant to Director of Finacial Aid/Admin. I1 

FUND : General 

POSITION TYPE: Permanent X Temporary 

Full-time X Part-time 

EFFECTIVE DATE July 23, 1982 Bargaining Unit Admin. Faculty 

COST: $ None 

PROPOSAL : 
To alter job duties of this currently vacant position 
as described by the "old" and "new" job descriptions 
attached hereto. 

JUSTIFICATION: 

Promotion of recent incumbent permits and requires some 
realignment of specific job duties before refilling post. 

Prepared B Date: - 

Approved By hb-f-1 
\ \ 



Central  Connecticut S ta t e  College 

POSITION DESCRIPTION 

,' r, b :(!Lc:E;;-c *4 
Posi t  ion T i t l e  : Assistant,&. Financial Aid 

/ \ 

Administrative Rank: , , 

. .  - , , . . .  
I .  ' 

8 , .  Department : . . Financial A i d  
3 

supervisor ( s )  Director of Financial  Aid i 

' 4 :  

. I *  ' 
8 4 

POSTTIOH SUMMARY: 

The Assistant i n  Financial  Aid counsels students and parents i n  matters of 
f inancial  a id ,  and assists i n  developing and implementing systems and procedures 
t o  administer Financial  Aid Programs. 

P O S I T I ~  RESPONSIBILITIES: - .- 

Administers College Work-study Program. 

Provides counsel'illg i n  f inancia l  a i d  matters. 
. . 

Bravides needs analysis  and evaluation of f inancia l  a i d  appl icat ions.  

Administers.the processing of pr ivate  scholarships. 

Prepares S t a t i s t i c a l  and Operational reports  required by federa l  and s t a t e  agencies. 

Upgrades the  f inancia l  a i d  processing, f i l i n g  and  information system. 

Acts as l ia i son  with National Direct Student b a d  Collection Unit f o r  S t a t e  College 
system fo r  proper administration of the National Direct Student Loan Program. 
(NDSL Exit Interviews, Safekeeping of Notes. ) 

Validates Basic Educational Opportunity Grant applications.  
I 

Processes emergency loans. 

Attends workshops and conferences dealing with f inancial  a id.  

Performs other du t i e s  and r e spons ib i l i t i e s  related t o  those enumerated above 
which do not a l t e r  t h e  basic  leve l  of respons ib i l i ty  of t h e  pos i t ion .  



h 

POSITIOlf RESPORSIBILITIES : ( ~ o n t  'd. ) 
L 

8 .  * .  

QUALIFICATIONS: 

Bachelor's degree required. T m  years of fxperience denonstrating a b i l i t y  t o  
re la te  t o  students, parents, and college s t a f f  and t o  handle q l e x  information. 

. , -  
, I ' i  . . .  + I ,  

These qualifications may be waived for individuals with appropriate a l ternate  
v i e n c e  . I I '  

. - ; 
1"; 

1 ' 1  . , . 
1 i ' !  
. I."! ' I  ' 

i .  

. . 
r 

I 

. . 

REVID? AND APPROVAL: 

Prepared by : 

Reviewed b;Y: .- 

Approved by: / /-z/ -77' 

. . 
I have -read t h e  job description prepared jo in t ly  by w s e l f  and the "~ol lege ' '  

Job Analysis C d t t e e  and agree that it accurately r e f l e c t s  my i'unctions and respon- 
s i b i l i t i e s  as of 7 - 3 - 7 7 

Date 
. . 

I 

. f  , '1: .. . . . d .  

f..' ,,# ,,,. . . /' * - : .  
Rev. 6/4/79 . 

- - 



Positicn Title: Assistant  t o  Director of Financial Aid I 
Department: F i  nanci a1 Aid 

position/~itle Di rec tor  of Fi nanci a1 Aid - 

POSITION SUMMARY' : 

ihe A r s i s t a ~ t  t o  the  Osrector of Financial Aid a s s i s t s  the  Director i n  tire operation of 
t 5 ~  F-:nan-jzl Rid a f f i c e ,  involving the  processing and awardinr of federa l .  s t a t e ,  and 
ins.ii tut iona 1 f u ~ c s  

POSITION RESPONSIBILITIES: 

Assis ts  t he  Director i n  t h e  overal l  coordination and operation of the  Financial Aid Office. 

Works w i t h  the  Director i n  determining and implementing po l ic ies ,  procedures, and philosophy 
of the  Financial Aid Office. I 
Processes student appl icant  need qnalysi s  documents and a s s i s t s  i n  awarding of Ti nanci a1 
a id  packages. 

Assis ts  i n  planning and developing f inancia l  aid o f f i c e  forms. 

Processe:s, v e r i f i e s ,  and va l ida tes  i n f o r ~ a t i o n  and documents f o r  various Federal , Sta t e ,  
and outs ide-  :,g-nc.ies 

Serves as  a i i a i s o n  withccmpds academic ind administrat jve o f f i c e s  i n  m t t e r s  r e l a t i ng  t o  
student f inancia l  a id .  I 
Disseminates information eo s tudents ,  parents,  and the  pub1 i  c  regal-Ai ng sources of f i  nanci a1 
a id .  

Performs o ther  du t ies  and r e spons ib i l i t i e s  re la ted t o  those enumerated above w h i c h  do not 
a l t e r  the  basic  level  of respons ib i l i ty  of the  posit ion.  - B 



C 

QUALIFICATIONS: *\ 
''p +.  

Bachelor's degree required.  Two years of experience demonstrating abi 1 i  t y  t o  re1 a t6  
t o  s tuden ts ,  parents ,  and col lege  s t a f f  and t o  handle complex information. 

These qua1 i f i c a t i o n s  may be waived f o r  individuals  with appropr ia te  a1 t e rna t e  experience. 
. 

REVIEM AND APPROVAL: 

Prepared by : - 

Reviewed by: 
-- 

Approved by: 

I have read the  job description prepared jo int ly  by myself and the  "~o l l ege"  
Job Analysis Committee and agree t ha t  it accurately r e f l ec t s  my Functions and respon- 
s i b i l i t i e s  as of . 

Date 

(Signature) 

Campus JA Committee (C 

Rev. 6/4/79 


