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KENT STATE UNIVERSITY


CLASSIFICATION SPECIFICATION


Developed for Equal Opportunity

CLASS TITLE:  Student Loan Specialist
  Pay Grade:  36


BASIC FUNCTION AND RESPONSIBILITY:

Contacts delinquent student loan borrowers and co-makers to arrange for loan payment to prevent loan defaults; responds to inquiries concerning student loan accounts, explains borrower rights and responsibilities; maintains records of collection activity. 

CHARACTERISTIC JOB DUTIES: 

Contacts (i.e., by telephone or correspondence) student loan borrowers, co-makers, and responsible parties to provide information on account status, collect student accounts, and arrange for loan payments.


Maintains collection records (e.g., documents conversations, correspondence, collection attempts, payment arrangements, etc.).


Responds to inquiries concerning student loan postponements, balances, deferments, cancellations, etc.


Skip-traces delinquent accounts according to established procedures to locate student loan borrowers and secure payment.


Analyzes student accounts for possible refunds; determines refund amount.


Conducts interviews with students applying for loans; determines eligibility for loan; ensures appropriate contracts are completed and signed; determines remaining balance of student's account and any refund amount.


Conducts exit interviews with graduating students to explain borrower rights and responsibilities of loan repayment.


Assists in registration (e.g., mail processing, ineligible hold, installment plan assistance, Guaranteed Student Loan inquiries, etc.) and deregistration activities (e.g., collection of tuition balances, analyzing financial aid records, etc.) when necessary.


May train and direct student or temporary employees; may participate in training new employees.


Performs related duties as required.

REPORTS TO:  

Account Clerk Supervisor or other designated supervisor

WORKING CONDITIONS:


Normal office environment; may work varied hours to include evenings and weekends during peak periods.
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QUALIFICATIONS:

Required Education and Experience:  High school diploma or equivalent.  A minimum of one year 
experience in collections and/or skip tracing.  Experience with federal loan programs preferred.


Required Knowledge, Skills, and Abilities:  



1.
Knowledge of collection procedures.



2.
Knowledge of the Fair Debt Collection Act.



3.
Knowledge of spreadsheet software packages.



4.
Knowledge of interviewing (e.g., what questions to ask, how to handle hostile people, etc.).



5.
Ability to analyze many variables and determine specific action.



6.
Ability to define problems, collect data, establish facts and draw valid conclusions.



7.
Skill in written communication (e.g., compose routine business letters reflecting standard procedures).



8.
Ability to read and comprehend a variety of written material.



9.
Ability to use proper research methods in gathering data.


10.
Ability to gather, collate, and classify information.


11.
Skill in the operation of adding machine or calculator.


12.
Ability to apply policies and procedures.



13.
Skill in interpersonal communication to effectively interact with University personnel and public in person and over the telephone (e.g., to handle sensitive inquiries from and contacts with officials and the general public).


14.
Ability to perform basic mathematics (e.g., add, subtract, multiply, and divide whole numbers, fractions, and decimals, and to calculate percentages).


15.
Ability to calculate simple interest on loans.


Issued:   6-30-91 
Last Revised:    01-92 
EEO Code:   4B

This description is intended to illustrate the level of work difficulty and kinds of job duties that may be assigned to positions in this classification and should not be interpreted to describe all the duties that may be required in an individual position.  The use of a particular expression or illustration to describe duties does not exclude the assignment of other duties not mentioned that are of similar kind or level of difficulty. The described job duties do not constitute a written or implied contract of employment.  Kent State University reserves the right to revise or change job duties, job hours, and responsibilities.
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