Title: Student Accounts Receivable Representative
November 2017


	ORGANIZATION:  Clackamas Community College
	LOCATION: Oregon City, OR

	DEPARTMENT: Student Financial Services
	DATE: November 2017  

	JOB TITLE: Student Accounts Receivable Representative
Grade VI


PURPOSE OF POSITION: Develop, recommend, implement, and enhance practices and policies used in the collection of student accounts receivable funds while maintaining sound internal control procedures and generally accepted accounting procedures and practices. Analyze problems and opportunities, make specific recommendations for improvement, implement improvements, and monitor systems, processes and results. Promote good customer relations.   
ESSENTIAL JOB FUNCTIONS:
Answer questions from students and parents regarding billings, account status, and arrange payment options according to policy and requesting guidance and support from the Student Accounts Manager when needed.

Process all student credit refunds and Federal Financial Aid refunds for the campuses while maintaining compliance with Title IV federal regulations.

Prepare student invoices as needed for the Student Accounts Office. Prepare department invoices as well as third party billings on monthly basis.
Maintain and make recommendations to improve departmental system processes and help to implement changes to increase efficiencies. Maintain reporting for various department needs to enhance and provide improved services to students.

Work with college-wide student services staff to research and resolve or redirect student disputes and appeals.   Handle a variety of customer situations and disputes using tact, diplomacy and patience to defuse irate/angry customers. 

Prepare analyses, documentation and other work products in support of student accounts receivable.

Perform collection activities and negotiate solutions to resolve delinquent accounts or assign to collection system as needed. 

Upload electronic accounts receivable billing statements for current students for Harmony, Oregon City and Wilsonville Campuses on a monthly basis.
Create, recommend, and implement processes and specific communications regarding past due accounts and collection of those accounts.
Resolve problems with specific student accounts as well as sponsorship accounts, deal with difficult customers, make recommendations for account write-offs, and resolve conflicts with other departments.
Perform a variety of accounting duties including the research of cash and check discrepancies on student’s accounts, and the billing and collection of student receivables,
Correspondence with collection agencies ensuring all collection efforts on the College’s accounts are exhausted.  

Answer questions about 1098-T tax reports, including correcting student account records; generating duplicate statements; reproducing the 1098-T forms.  

Use independent judgment while complying with federal and state regulations as well as college policies and procedures.  

Occasionally travel and work on the Wilsonville & Harmony campus to audit tills and petty cash.
Provide backup for other staff within department as needed. 
Develop and maintain a positive working relationship with colleagues, supervisors, clients and others.

Perform other duties as assigned.

AUXILIARY JOB FUNCTIONS:
May provide assistance to other department personnel as workload and staffing levels dictate.

Maintain proficiency by attending training and meetings, reading materials, and meeting with others in areas of responsibility.
Maintain work areas in a clean and orderly manner.

JOB QUALIFICATION REQUIREMENTS:

MINIMUM/MANDATORY EDUCATION AND EXPERIENCE REQUIREMENTS:
Any equivalent combination of education and experience which provides the applicant with the knowledge, skills, and abilities required to perform the duties as described. A typical way to obtain the knowledge, skills and abilities would be: High school equivalency with supplemental courses in accounting and office training AND at least (3) three years’ of related experience in Accounts Receivable or related field. 
KNOWLEDGE: Knowledge of community colleges and Business Office processes. Advanced knowledge of accounts receivable processing and general ledger work. Knowledge of the Family Education Rights and Privacy Act (FERPA), The Fair Debt Credit Reporting Act and Fair Debt Collections Practice Act (FDCPA), as well as collection techniques. Knowledge of general office practices and procedures, grammar/spelling, and positive customer service; practices and guidelines pertaining to community colleges, general business operations, processes, and procedures.
SKILL:  Skill to use personal computers; maintain and update A/R software; operate a mainframe computer terminal, microcomputer and related office software programs including MS applications such as Word, Access, PowerPoint, and Excel; phone system; and standard use of office equipment, Strong analytical skills and proven ability to organize and manage multiple projects and prioritize responsibilities.
ABILITIES: Ability to establish and maintain an effective working relationship with students, staff, other agencies, and the general public; perform complex technical computations and calculations; manage time effectively; read and interpret policies, regulations and laws as they relate to this job; communicate effectively, both orally and in writing, including the ability to provide customer service and support to individuals and groups with varying degrees of experience; maintain a high degree of discretion when dealing with sensitive/confidential information. Must be able to demonstrate the ability to deal with hostile or disgruntled people over the phone or in person in a non-barrier office environment. Physical ability to perform the essential job functions.
SPECIAL REQUIREMENTS/LICENSES:

Valid Driver License acceptable in the State of Oregon.

DESIRABLE REQUIREMENTS: 

Associate Degree in Accounting, Business, or Finance, preferred.
Oregon Notary Public, preferred.
Knowledge of Ellucian (Colleague) Accounts Receivable module, preferred.
Higher Education experience, preferred. 
PHYSICAL DEMANDS OF POSITION:
While performing the duties of this position, the employee is frequently required to sit, stand, bend, kneel, stoop, communicate, reach, and manipulate objects. The position requires mobility including the ability to move materials weighing up to five pounds on a regular basis such as files, books, office equipment, etc. This position may occasionally require moving materials weighing up to 25 pounds. Manual dexterity and coordination are required approximately 90% of the work period while operating equipment such as computers, keyboards, telephones, calculators, and standard office equipment.

TOOLS AND EQUIPMENT USED:

Telephone, computer, laptop, keyboard, monitors, mouse, calculators, printers, scanners, and other standard office equipment.

WORKING CONDITIONS/WORK ENVIRONMENT:
Work is primarily conducted in an indoor office setting where most of the work period occurs under usual office working conditions. Primary contact to deal with hostile or disgruntled people over the phone and in person. The noise level is typical of most office environments where telephones, personal interruptions, and background noise are frequent.  

SUPERVISORY RESPONSIBILITIES:

Supervision of others is not a typical function assigned to this position. May provide training and orientation to newly assigned personnel.
SUPERVISION RECEIVED:
Works under the general supervision of the Bursar.

SIGNATURES:

This document has been reviewed by the Supervisor and the Incumbent. I understand that this document is intended to describe the most significant essential and auxiliary duties performed by the job/position for illustration purposes, but does not include other occasional work, which may be similar, related to, or a logical assignment for the position. This job/position description does NOT constitute an employment agreement between the employer and employee, and is subject to change by the employer as the organizational needs and requirements of the job change.
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Date Revised:  November 2017
Clackamas Community College is a diverse community that provides equal opportunity in employment, activities, and its programs. It is the policy of the Clackamas Community College and its Board that there will be no discrimination or harassment in any educations programs, activities or employment on the grounds of race, color, religion, ethnicity, use of native language, national origin, sex, sexual orientation, marital status, disability, veteran status, age, genetic information or any other status protected under applicable federal, state or local laws. 

The College also prohibits retaliation against an individual for engaging in activity protected under this policy, and interfering with rights or privileges granted under anti-discrimination laws. 

Persons having questions about equal opportunity and nondiscrimination should contact the dean of Human Resources for Clackamas Community College in Barlow Hall at the Oregon City campus, 503-594-3300. Please note the following areas of responsibility, should you need relevant resources or information: Section 504 Coordinator, Disability Coordinator, Oregon City campus, 503-594-3181; Title II Coordinator, Associate Dean, Oregon City campus, 503-594-3392; Title IX Coordinator, Dean, Human Resources, Oregon City campus, 503-594-3300.      
