
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 01/03/17 
 

TITLE:  Coordinator, Default Management  

 

DEPARTMENT: Financial Aid Services Office (District) 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS: Exempt 

 

GRADE:  23 

 

FUNCTION:  Implements and manages a default aversion plan to insure the college’s 

default rate reduced while promoting financial aid literacy and student retention. 

 

CURRENT INCUMBENT(S):  

 

REPORTS TO: Dean, Financial Aid Services  

 

SUPERVISES:  None 

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions1                                      D, W, M, Q, A2        %Time 

1.  Performs skip tracing procedures on  borrowers of 

SJC. 

Daily 15% 

2. Files default rate challenge with the appropriate 

agency annually. 

Annually 10% 

3. Stays current with federal and state regulations, 

institutional policies and procedures, U. S. Department 

of Education, Texas Guaranteed Student Loan, federal 

agency loan servicers, and Banner software 

Monthly 5% 

4. Writes and updates the default management plan for 

the college. 

Annually 5% 

5. Communicates with delinquent borrowers to 

encourage “curing” their student loan account. 

Weekly 19% 

6. Performs exit counseling procedures with borrowers 

each semester as prescribed by federal regulations 

Daily 15% 

7. Communicates with campus employees and financial 

aid staff regarding default prevention activities. 

Monthly 5% 

                                                 
1 All job functions  MUST add up to 100% 
2 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



8. Communicates with borrowers who are currently 

enrolled and upon entrance into their grace period. 

Monthly 5% 

9. Determines common characteristics among default 

borrowers-calculate the default profile. 

Annually 10% 

10.   

                      

         

          Frequency 

Additional Job Functions:                 D, W, M, Q, A         %Time 

1. Maintains Satisfactory Academic Progress Appeals 

file updates for each campus, adjusting ROASTAT and 

manually awarding aid, if possible. 

Weekly 10% 

2. Other duties as assigned Monthly 1% 

3.   

4.   

5.   

6.   

7.   

8.   

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 

Sensitivity to cultural differences and ability to relate effectively and consistently with 

diverse student body, internal, and external contacts.  Ability to collect, analyze, interpret 

and report data in a timely manner.  Strong verbal and written communication skills. 

Dependable and able to work autonomously within a team environment. In-depth 

knowledge of all federal, state, and institutional programs, rules, regulations, and 

policies. Computer skills (including Financial Aid Management Systems) 

 

 



Education and Experience: 

 

 Required Education:  Bachelor’s Degree or higher.   

 

 Preferred Education: None 

 

Required Experience: Three years of progressively responsible experience with 

Federal and State Financial Aid Programs or 3 years experience in related student 

enrollment (admissions, registrar, advising, testing, or marketing of higher experience 

and recruitment of students required). 

 

Preferred Experience: Experience with managing a student loan default 

prevention program and Banner software. 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications:  None  

 

 Preferred Licenses/Certifications:  None 

 

         Frequency 

Work Environment        D, W, M, Q, A 

Office Environment D 

  

  

  

  

  

  

 

 

            

 

 

          Frequency 

Physical Activity3:                           D, W, M, Q, A   

Duties require sitting for extended periods of time D 

Duties performed causes light fatigue of eyes and 

fingers. 

D 

Travel A 

  

  

  

                                                 
3 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 



        

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee have the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 



  

San Jacinto College is an equal opportunity employer and does not discriminate on the basis of race, color, 
religion, age, sex, national origin, disability or veteran status. 


