JOB DESCRIPTION

POSITION TITLE

Student Accounts Manager

REPORTS TO:

Controller 

PRIMARY FUNCTION:
 The Student Accounts Manager is responsible for overseeing all aspects of the Student Accounting Office.  Assist with the analysis, planning, and implementation of new processes and information systems to better meet the needs of both internal and external customers.   

AREAS OF RESPONSIBILITY:

· Oversee, evaluate and provide work direction to Student Accounting Staff.  Responsible for the operation of student accounting processes including billings, finance charges, outsourced payment plans, electronic data transfers to and from 3rd parties and other departments, accuracy of the student accounting database, compliance with government regulations.

· Provide financial counseling for parents and students regarding payment options and payment plans with authority to negotiate special arrangements.  When necessary, resolve problems and questions with students or parents regarding student finances.  Contact and initiate the settling of student account balances in escalated or special situations.

·  Manage the board plan aspects of CSGOLD One Card System. Make sure all students have a board plan and that they have correct one. Coordinate this with the room plans from res life. Make sure correct charges/credits are made to accounts.


· Meet regularly and work with offices such as the Business office, Financial Aid Office, Registrar’s Office, Food Service and Housing on coordination of data files and process flow to make the Student Information System operations as seamless as possible for the students.


· Compile data and produce IRS forms 1098-T Tuition statements


· Make adjustments to students accounts when PE’d out or when returning to Olaf.  Send appropriate letters with refunds. 


· Manage finance charges, holds, and deferred income on accounts. Responsible for projection of students in spring.


· Reconcile student accounts after 10th day of each semester. (Sept and Feb)


· Complete month end close and year end close. Assist Business Office investigate any discrepancies in receivables and end of each month.


· Create student accounts every summer (summer build), reconcile, and make sure it is accurate. 


· Manage Special Projects as assigned by Controller.

1. Address campus cash management concerns by streamlining the collection of departmental charges and organization dues (course packets, music org charges etc. that are appropriately sold by departments rather than the Bookstore) via the web or as part of the registration process.

2. Work in an advisory capacity providing a vision of what new student accounting information system (SIS) should be able to do.

3. Implement a new web based payment system for student accounting.

4. Move towards 100% e-billing

SUPERVISORY RESPONSIBILITIES: 
Supervise student workers.

CONTACTS:
Students, parents, staff, vendors, and faculty.

EDUCATION: 
Essential:
Bachelor’s Degree or Assoc degree in accounting or MIS


Desirable:
Major in Business Admin, Accounting, or MIS.  

EXPERIENCE:
Essential:
Three (3) to five (5) years of self directed accounting / data management experience.  


Desirable:
Experience working in a higher education environment.

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent public relations, oral and written communication and ability to communicate sensitive and/or complex information in a confidential and straightforward manner.

· Must be a creative problem solver, accurate, detail oriented, self-directed, and able to handle a heavy workload.

· Computer expertise to include Microsoft Office suite and queries, with the ability to manipulate a large amount of data.

· Knowledge of Title IV rules for the Perkins Loan Program & FERPA rules a plus

· Proficient user of Microsoft Office and experienced in financial database systems.

· Basic accounting skills

· Must possess a high level of accuracy and strong attention to detail

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal office environment
WORK SCHEDULE:



FTE: 1


Term: 12 months


Shift: Within Campus Office Hours, 8 a.m. to 5 p.m.
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DATE of last revision:



March 2009


