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Position Title: Department Associate







Grandfathered Title: N/A


Classification: Para-Professional


Incumbent: Sherriel Byrd-Buckner


DESCRIPTION OF WORK:

General Statement of Duties: Incumbent will be required to handle a wide range of situations and conflicts involving the clerical and administrative operations of the campus which at times cannot be brought to the

 attention of the campus official.  Interfaces with the main campus.  Performs a variety of clerical, administrative, and office management support functions in support of the Orlando campus system.  Serves as a member of the Student Service Team.  Reports to the assigned campus Representative and the Assistant Director.


Supervision Received: General Supervision


Supervision Exercised: Assists with supervision of assigned clerical staff.


Education: Two years of college coursework and/or equivalent experience.


License or Certification: N/A


FLA.: Non-exempt


Occupational Group: Para-Professional/Clerical


Essential Duties and Responsibilities*
Serves as a member of the Student Service Team.  Processes billing, tuition, and other documents requiring office procedural knowledge; reviews for accuracy and completion; obtains appropriate signatures; routes to appropriate personnel.

Maintains and Requisitions supplies, printing, maintenance, etc.

Responds to public inquiries in a courteous manner; provides information within the scope of knowledge or 

refers to immediate supervisor.

Interfaces with the main campus regarding billing, tuition, and other University issues and problems relating to accounts payable and goods received.

Operates various types of office equipment such as copier, computer, postage meter, telephone, fax, printer, etc.

Provides information to students and prospective students concerning the structure and requirements of degree programs, discussing with them their professional goals and helping them design a series of courses, which will enable them to meet their goal.  Processes all necessary paperwork and assists in monitoring students’ progress.

Serves as one of the liaisons with main campus for student issues, Veteran’s Affairs, and Financial Aid.

Works with students and financial institutions to coordinate the completion and submission of all financial aid documents; processes paperwork and maintains database.

Provides federal financial aid and Veteran’s Benefits counseling and conducts entrance and exit interviews.

Assists students with scholarship/grant searches using Internet and other available resources.

Submits electronic FAFSA applications for financial aid students.

Assists with supervision of assigned clerical staff.

Performs other duties as assigned.

QUALIFICATIONS FOR APPOINTMENT
Ability to work well with other co-workers and possess a positive customer service attitude and technique.

Knowledge of state and federal financial aid regulations and procedures.

Ability to communicate effectively in writing or in person to students, staff, and the public.

Knowledge of office practices and procedures; recordkeeping methods, practices, and procedures.

Organizational skills; detail oriented.

Computer literate; knowledge of and experience in the use of current administrative software.

Physical Requirements: Within the general range of an office environment.

*Any one position may not include all of the duties listed, nor do the examples necessarily include all of the duties performed.

