The University of Texas at El Paso

Job Overview
Job Title Loan Coordinator FLSA Status Exempt

Job Code 13045 SRR September 26, 2016

Department Student Financial Services Revision Date

Position Details
Under the direction of the Assistant Director, the Loan Coordinator is responsible for loan processing, determines
Purpose student loan eligibility, authorizes and posts student loan funds to student accounts, reconciles and refunds
disbursements to appropriate loan servicers and lenders. The Coordinator will advise students, parents, staff, and

Analyzing and interpreting federal financial aid regulations relating to student loans as well as coordinating
training and development activities for the Office of Student Financial Aid pertaining to the loans. In this role, the
individual will also be responsible for both the Emergency and Paydirt Loans, institutional loans offered to
students.

Determines student eligibility for the Federal Direct Subsidized Loan, Federal Direct Unsubsidized Loan, Federal
PLUS Loan, and Alternative/Private Loans. Counsels borrowers regarding loan obligations, repayment plans and
the possible consequences of loan default.

Verifies the student has submitted the necessary Master Promissory Note and has performed the required
Entrance and Exit Counseling loan requirements.

Keeps current on financial aid regulations and policies by subscribing to list-serves, reading loan regulations,
policies, and procedures that are distributed by federal, state, and institutional sources, networking with other
loan officers at other universities, and attending workshops, conferences, and seminars.

Assists the Assistant Director with implementing and maintaining internal controls and procedures to minimize
risk/compliance exposure.

Coordinates activities and teamwork between the Office of Student Financial Aid and Student Business Services.
Assists in the preparation and validation of student awards.
Duties and Coordinates and manages loan default prevention programs.
Responsibilities
Identifies and documents regulatory changes and the impact on the workflow for student loan awarding

processes.

Updates/maintains policy & procedure manual and workflow procedures to maintain compliance with federal and
state financial aid loan requirements.

Serve as secondary point of contact for outside loan agencies and the Common Origination and Disbursement
federal agency.

Assists with identifying and analyzing systematic problems, proposes solutions, and provides internal training to
address loan issues.

Assists with ensuring that communication, in all forms and modalities, with students and the campus community
meets federal regulations.
Prepare reports as requested.

Maintains appropriate documentation in Banner, NSLDS, the student database system, and ELM.

Provides students, and parents with information regarding the availability of federal student loans/alternative
loans and the eligibility requirements.

Serves as a liaison between students/parents and lenders/loan service providers helping to resolve questions
and issues and follow-up to resolve problems.




Qualifications
Bachelor’'s Degree in Business, Public
Administration, Finance, Education, Social
Sciences or related field.

Three year of experience, related to the
statement of duties and responsibilities;
or equivalent combination of education
and experience.

Minimum
Experience
Required

Minimum
Education
Required

Bilingual proficiency in English and
Spanish. Familiarity with financial aid
and scholarship terminologies,
processes and activities. Knowledge of
Banner and ELM. Experience with
reading and interpreting the federal
register, federal compliance and
regulatory requirements

Preferred
Experience
Required

Preferred
Education
Required




The work environment characteristics
described here are representative of
those an employee encounters while

The physical demands described here are
representative of those that must be met by
an employee to successfully perform the
essential functions of this job. Reasonable performing the essential functions of this
accommodations may be made to enable job. Reasonable accommodations may
Physical individuals with disabilities to perform the Work be made to enable individuals with
Demands essential functions. =\ Ao a0zt | disabilities to perform the essential
functions.

While performing the duties of this job, the
employee is frequently required to sit; use
hands to feel; reach with hands and arms

and talk or hear. The employee must

Core Competencies

The noise level in the work environment
is usually moderate.

Knowledge
Responsiveness
Accountability
Customer Services
Accuracy
Commitment

Analytical Thinking
Prioritization
Problem Solving
Completion of Job Assignments
Works Independently

Initiative/Proactive

Quality of Work Productivity

Adaptability Collaboration

Tlrjustwogth[i)r)l?SS Interpersonal Skills
Reliability gpen ?t ility Teamwork Networking
upportive Communication
Integrity Contribution

Attendance

Position Specific Competencies

Equal Opportunity/Affirmative Action Statement

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender
identity in employment or the provision of services.

Note: The primary accountabilities above are intended to describe the general content of and requirements of this position and
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215,
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the
performance of essential duties and responsibilities of the position.



Additional Duties and Responsibilities

Duties and

Responsibilities
continued
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	Purpose: Under the direction of the Assistant Director, the Loan Coordinator is responsible for loan processing, determines student loan eligibility, authorizes and posts student loan funds to student accounts, reconciles and refunds disbursements to appropriate loan servicers and lenders. The Coordinator will advise students, parents, staff, and university personnel on all student loan issues as well as general financial aid issues. Must remain up-to-date on current Federal regulations and trends in the student and parent federal loan programs and private/alternative loans. Responsible for maintaining the accuracy and integrity of both student and parent loan programs at the University of Texas at El Paso (UTEP).
	Duties and Responsibilities: Analyzing and interpreting federal financial aid regulations relating to student loans as well as coordinating training and development activities for the Office of Student Financial Aid pertaining to the loans. In this role, the individual will also be responsible for both the Emergency and Paydirt Loans, institutional loans offered to students.   

Determines student eligibility for the Federal Direct Subsidized Loan, Federal Direct Unsubsidized Loan, Federal PLUS Loan, and Alternative/Private Loans. Counsels borrowers regarding loan obligations, repayment plans and the possible consequences of loan default.

Verifies the student has submitted the necessary Master Promissory Note and has performed the required Entrance and Exit Counseling loan requirements.

Keeps current on financial aid regulations and policies by subscribing to list-serves, reading loan regulations, policies, and procedures that are distributed by federal, state, and institutional sources, networking with other loan officers at other universities, and attending workshops, conferences, and seminars.

Assists the Assistant Director with implementing and maintaining internal controls and procedures to minimize risk/compliance exposure.

Coordinates activities and teamwork between the Office of Student Financial Aid and Student Business Services.

Assists in the preparation and validation of student awards.

Coordinates and manages loan default prevention programs.

Identifies and documents regulatory changes and the impact on the workflow for student loan awarding processes. 

Updates/maintains policy & procedure manual and workflow procedures to maintain compliance with federal and state financial aid loan requirements.

Serve as secondary point of contact for outside loan agencies and the Common Origination and Disbursement federal agency.

Assists with identifying and analyzing systematic problems, proposes solutions, and provides internal training to address loan issues.

Assists with ensuring that communication, in all forms and modalities, with students and the campus community meets federal regulations.
Prepare reports as requested.

Maintains appropriate documentation in Banner, NSLDS, the student database system, and ELM.

Provides students, and parents with information regarding the availability of federal student loans/alternative loans and the eligibility requirements.

Serves as a liaison between students/parents and lenders/loan service providers helping to resolve questions and issues and follow-up to resolve problems.

Update loan information on the UTEP website to make sure it contains the most current cost of attendance and federal loan regulations implications. 

Assist with updating and creating loan correspondence to students and parents.

In collaboration with the Assistant Director, determines loan period dates and disbursement dates for Federal student loans, PLUS Loans and Alternative Loans.

Monitor the loan default and delinquent lists to ensure that students who are in default are not awarded additional financial aid. Send delinquent notices to students to help students return to good standing.

Knowledge of all Microsoft Office software and able to learn and use institutional software systems.

Complies with all State and University policies.

Other duties may be assigned.

Supervisory Responsibilities May supervise student employees.

	Minimum Education Required: Bachelor’s Degree in Business, Public Administration, Finance, Education, Social Sciences or related field.
	Minimum Experience Required: Three year of experience, related to the statement of duties and responsibilities; or equivalent combination of education and experience.
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	fill_8: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to sit; use hands to feel; reach with hands and arms and talk or hear.  The employee must occasionally lift and move up to 25 lbs

	Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually moderate.
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