
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 

  
 

TITLE:   Dean, Financial Aid Services  

 

DEPARTMENT:  Dean of Financial Aid 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS1:  Exempt 

 

SALARY GRADE:  34 

 

FUNCTION: Responsible for administering all operations of Financial Aid Department, 

optimizing operational efficiencies through the implementation of strategic operational 

improvements, and managing State, Federal, Community and College resources. 

 

CURRENT INCUMBENT(S):   

 

REPORTS TO:  Associate Vice Chancellor, Student Services 

 

SUPERVISES: Manager, Financial Aid Systems and Application 

Processing  

Managers, Financial Aid Services 

Coordinator, Default Management 

Senior Administrative Assistant   

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 

1. Develops and implements financial aid policy and 

procedures for the College; monitors and ensures 

processes are consistent district-wide and in compliance 

with College, state and federal regulations 

D 20 

2. Directs, develops, implements, and administers the 

District's student financial aid services. Administers the 

process of application and dissemination of financial aid 

awards; reviews and consults on special 

circumstances/issues, student requests and/or 

complaints. 

D 20 

                                                 
1 A, B, CAFÉ, CHILD, IA and IB bands are Non-exempt, all other bands are Exempt 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



3. Manages the development of strategic plans for the 

Financial Aid Department, establishes goals and 

objectives, measures quality of level of service 

provided, and ensures the Departments activities stay 

within the departmental budget 

Q 10 

4. Serves as the financial aid liaison to various agencies 

committees within the college, community, state and 

federal level; recommends policies, procedures, goals & 

objectives for the College financial aid program. 

M 10 

6. Collects, analyzes and disseminates a variety of 

information internal contacts; prepare related reports 

and summaries; makes recommendations to improve 

enrollment management. 

Q 10 

7. Files and certifies end of year reports to external 

agencies including the Texas Higher Education 

Coordinating Board and U.S. Department of Education  

Q 10 

8. Performs personnel management activities for the 

entire Financial Aid Department (campus and college-

wide operations); including recommending for 

employment and promotions, supervising and 

evaluating assigned personnel, and providing guidance 

and support concerning personal and professional 

development 

Q 10 

   

   

                      

         

          Frequency 

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

1. Assists in the development of software systems, 

processes, and practices to better meet the needs of the 

College and SJC students; works with campus financial 

aid office staff to ensure computer support for financial 

aid services. 

Q 3 

2.  Promote excellence, creativity, leadership, 

cooperation/teamwork and accountability 

throughout the campus financial aid team. 

 

D 3 

3. Implement the College’s completion agenda, strategic 

enrollment management plan (recruitment and 

communication) and the College’s strategic 

transformation plan on the campus and demonstrate, 

through long term and annual operational plans, how the 

strategy will be achieved on the campus. 

W 2 



4. Other duties as assigned 
M 2 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 

 Must demonstrate the ability to work well with a dynamic team in the development 

and administration of programs within the financial aid office and throughout the 

college 

 Excellent oral and written communication and interpersonal skills 

 Must possess personal computer literacy and good organizational skills 

 Must demonstrate a philosophy of servant leadership, foster a positive working 

environment, and demonstrate exceptional customer service practices 

 Ability to organize and implement change. 

 Ability to behave in a considerate manner with others regardless of ethnicity, 

gender, age, disability, or beliefs. 

 Ability to interview, select, train, supervise, and evaluate a diverse staff. 

 Demonstrates the determination to achieve objectives, particularly when subject to 

time/cost constraints. 

 Knowledge of policy formulation and methods of analysis to establish practical 

policies and provide effective guidance in decision-making. 

 Ability to schedule, assign, delegate, monitor, and evaluate the work of assigned 

staff. 

 Ability to keep up-to-date on changes in technology and provide recommendations 

regarding the direction of the campus’s strategic plan. 

 Ability to safeguard sensitive or confidential information from intentional or 

unintentional disclosure. 

 Ability to meet deadlines for assigned reports and projects. 

 

 

Education and Experience: 

 

 Required Education:  Bachelor's degree or higher required. 

 

 Preferred Education: Master’s degree or higher 

 

Required Experience:   

 A minimum of 4 years progressive experience in a financial aid office, three 

years in a supervisory role  

 Management experience in a large financial aid office, including budget 

development 



 Must have a minimum of 5 years’ experience with a computerized financial aid 

management system, including 3 years first-hand experience in setting up and 

maintaining the system  

 

Preferred Experience:  

 

 Must have a minimum of 5 years of experience with the Banner financial aid 

module, including 3 years first-hand experience in setting up and maintaining 

the financial aid module  

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

Office Environment D 

  

  

  

  

  

 

 

                  Frequency 

Physical Activity4:                           D, W, M, Q, A   

Duties require sitting for long periods of times D 

Duties performed causes light fatigue of eyes and 

fingers 

D 

Travel A 

  

  

  

  

        

 

 

             

 Employee Signature       Date 

 

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

force. 



 

             

 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 has 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. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 

 


