Example of Job and Organization Analysis 


Role Combination Number, Name #20, Learner Financial Entry Technician 

Combined Role Names 
Application Technician FA Eligibility Tech 
Enrollment Status Technician Consortium Agreement Coordinator 
Scholarship Technician 

Combination Forms Score 
Cross Train = 3.5 
Co-locate = 0 
Team = 0 


Recommendation 

Like role combination number 2, this role combination is used to broaden the range of service which can be provided to the Learner at the "front end." The difference is that we take the idea much further here. The employee working in this role. The concept is that if those responsible for handling the collection of information relevant to admission, residency, and other entry issues can recognize probable financial aid candidates then certain information about that can also be collected and a referral made more proactively. The employee in this role combination could handle all the activities involved in the financial aid process prior to determining award. Incidentally, this role combination should also allow for handling of admission and residency determination. 

Preliminary analysis indicates that this concept would enhance both quality of service and capability for handling volume if employees are cross-trained in this way. Simply co-locating employees performing the roles separately would probably not significantly change the status quo of these services. 

Combining this role combination with role combination number 17 is something which should be considered by the college which wishes to create a "triage" service which could handle virtually all students who may present themselves for entry to the college. The broad range of "front end" roles in these two combinations would be able to handle everything from accepting an application for admission to providing an e-mail account to referring learners with special service needs to the appropriate college service provider. 
 

Work Summary 

Receive Learner's general admission, residency and financial aid information, review the information for completeness and consistency, determine and/or verify Learners' "ability to benefit", dependency overrides, or other special circumstances, receive and review scholarship (s) application information, receive and process required documentation to resolve verification, conflict, or flag "C". Monitor and respond to changes in learners' enrollment that will affect award amounts. Refer appropriate cases to Veteran's Office. Assess need for consortium agreement, process consortium agreements. Determine learner's enrollment status for projected / current term., calculate award hours, maintain learner's financial aid-related information with high degree of accuracy, determine learner PELL eligibility., determine learner scholarship, seog, ssig, work study, and loan eligibility, determine learner dependency status and expected family contribution., calculate "cost of attendance" and "learner need"

Knowledge and Abilities 

Knowledge of: applicable rules, applicable regulations, relevant policies, applicable internal programs, applicable external programs, cultural diversity, relevant software, services, procedures, decision making process 

Ability to: communicate orally, communicate in writing, listen and understand, empathize, communicate with distressed people, speak a foreign language, write a foreign language, communicate with various cultures, provide customer service, follow instructions, provide instructions, work with other people, meet deadlines, identify relevant information, analyze and interpret information, perform basic mathematical calculations, operate office equipment, record at a specified rate, maintain files/records, maintain confidentiality, reading 

