u_ﬂ’ The University of Texas at El Paso

Job Overview
Job Title Athletic Student Aid Coordinator FLSA Status \ Exempt

Job Code 13090 Creation Date ‘ October 15, 2010

Department Athletics Revision Date

Position Details
Process all athletic awards and ensures compliance with NCAA, Conference USA, and institutional regulations.

Purpose

Processes National Letters of Intent (NLI) and initial Athletics Financial Aid Agreements for each sport. Ensures
that all NLI's received are valid in accordance with the provisions of the NLI and forwards copies of all valid NLI's
to the Conference USA Office.

Serves as liaison between the Office of Athletic Compliance, Office of Student Financial Aid, Student Business
Services, Athletics Business Office and Miner Village.

Budgets, processes, and monitors all Athletics financial aid. Forwards the Athletics tuition waivers to the Office of
Admissions for out-of-state students on Athletics scholarship. Provides accurate Athletics financial aid
information to the Office of Student Financial Aid for proper posting into Banner Student Database.

Monitors and ensures proper book distribution/collection at the University Bookstore for all students on book
scholarship. Reimbursed required course materials that are not available at the University Bookstore to all
students on a book scholarship.

In conjunction with the Office of Student Housing, ensures that proper payment is made for those students on a
housing scholarship.

In conjunction with the Office of Student Business Services, distributes room/board checks for students on a
Duties and room/board scholarship.

Responsibilities o o
Creates renewal Athletics Financial Aid Agreements as indicated by each head coach.

Prepares letters of non-renewal, reduction, or cancellation of Athletics financial aid as indicated by each head
coach.

Recognizes and obtains signatures for non-counter certification forms.

Prepares NCAA squad lists based on student-athletes’ overall aid package to ensure compliance with individual
and team'’s limitations.

Ensures compliance with outside, federal, and institutional financial aid awarded to student-athletes.
Responsible for the Financial Aid section of the Athletic Compliance Manual to ensure policies and procedures

are followed by possible successor. Writes and updates the Financial Aid section of the Coaches’ Compliance
Manual.




Assists and gives guidance to international students in the preparation of their tax returns.

Assists in the creation of the Annual Statement of Revenues and Expenditures and other financial reports due to
the NCAA and the Department of Education audited by the UT System. Directly responsible for the organization
of all reconciliation documents for student-athlete awards to be presented to UT System auditors.

Responsible for creating all NCAA reports that require information on Institutional and Athletics financial aid.
Abides by the Code of Ethics as set forth by the University of Texas at El Paso and the University of Texas
System.

Knowledge of and compliance with NCAA Rules and Regulations including attendance of NCAA Rules Seminars,
timely completion of all NCAA forms and requests for information.

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.

Duties and
Responsibilities Supervisory Responsibilities No supervisory responsibilities.
Continued

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 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

Physical Work

Demands hand to feel; talk or hear. The employee is Environment the employee is occasionally exposed to

While performing the duties of this job,

outdoor weather conditions. The noise
level for the work environment is
moderate.

occasionally required to stand; walk; reach
with hands and arms. The employee must
occasionally lift and move up to 10 pounds.
Special vision requirements for this job are
color vision and peripheral vision.




Qualifications

Bachelor’'s Degree. Equivalent combination of education and
experience.

Minimum Minimum
Education Experience
Required Required

Preferred Preferred
Education Experience
Required Required

Core Competencies

Knowledge Analytical Thinking
Responsiveness Prioritization
. Accountability . Problem Solving
Qual'ty of Work Customer Services PrOdUCtl"'ty Completion of Job Assignments
Accuracy Works Independently
Commitment Initiative/Proactive
Adaptability
Trustworthiness

Collaboration
o hili Dependability Interpersonal Skills
Reliability Supportive Teamwork Networking
Communication

Integrity Inice
Attendance Contribution

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.



	Job Title: Athletic Student Aid Coordinator
	FLSA Status: Exempt
	Job Code: 13090
	Creation Date: October 15, 2010
	Department: Athletics
	Revision Date: 
	Purpose: Process all athletic awards and ensures compliance with NCAA, Conference USA, and institutional regulations.
	Duties and Responsibilities: Processes National Letters of Intent (NLI) and initial Athletics Financial Aid Agreements for each sport.  Ensures that all NLI's received are valid in accordance with the provisions of the NLI and forwards copies of all valid NLI's to the Conference USA Office.

Serves as liaison between the Office of Athletic Compliance, Office of Student Financial Aid, Student Business Services, Athletics Business Office and Miner Village.

Budgets, processes, and monitors all Athletics financial aid.  Forwards the Athletics tuition waivers to the Office of Admissions for out-of-state students on Athletics scholarship.  Provides accurate Athletics financial aid information to the Office of Student Financial Aid for proper posting into Banner Student Database.

Monitors and ensures proper book distribution/collection at the University Bookstore for all students on book scholarship.  Reimbursed required course materials that are not available at the University Bookstore to all students on a book scholarship.

In conjunction with the Office of Student Housing, ensures that proper payment is made for those students on a housing scholarship.

In conjunction with the Office of Student Business Services, distributes room/board checks for students on a room/board scholarship.

Creates renewal Athletics Financial Aid Agreements as indicated by each head coach. 

Prepares letters of non-renewal, reduction, or cancellation of Athletics financial aid as indicated by each head coach.

Recognizes and obtains signatures for non-counter certification forms.

Prepares NCAA squad lists based on student-athletes’ overall aid package to ensure compliance with individual and team’s limitations.

Ensures compliance with outside, federal, and institutional financial aid awarded to student-athletes.

Responsible for the Financial Aid section of the Athletic Compliance Manual to ensure policies and procedures are followed by possible successor.  Writes and updates the Financial Aid section of the Coaches’ Compliance Manual.
	Duties and Responsibilities Continued: Assists and gives guidance to international students in the preparation of their tax returns.

Assists in the creation of the Annual Statement of Revenues and Expenditures and other financial reports due to the NCAA and the Department of Education audited by the UT System.  Directly responsible for the organization of all reconciliation documents for student-athlete awards to be presented to UT System auditors. 

Responsible for creating all NCAA reports that require information on Institutional and Athletics financial aid. 

Abides by the Code of Ethics as set forth by the University of Texas at El Paso and the University of Texas System. 


Knowledge of and compliance with NCAA Rules and Regulations including attendance of NCAA Rules Seminars, timely completion of all NCAA forms and requests for information. 

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 No supervisory responsibilities.

	fill_3: 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 hand to feel; talk or hear.  The employee is occasionally required to stand; walk; reach with hands and arms.  The employee must occasionally lift and move up to 10 pounds.  Special vision requirements for this job are color vision and peripheral vision.

	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.

While performing the duties of this job, the employee is occasionally exposed to outdoor weather conditions.  The noise level for the work environment is moderate.


	Minimum Education Required: Bachelor’s Degree.
	Minimum Experience Required: Equivalent combination of education and experience.
	Preferred Education Required: 
	Preferred Experience Required: 
	1: 
	4: 
	2: 
	5: 
	3: 
	6: 


