Position Summary

Perkins Loan Office

This position assists in the management and performs the daily functions of the Perkins Loan Office. The person in this position acts as a liaison between the Perkins Loan office and the third party billing service, including collection agencies. The position responsibilities include maintenance of records within automated campus based systems including records interfaced with other campus based systems along with performing various monthly and annual reconciliations. This position is responsible for preparing various financial reports for the annual Fiscal Operations Report. This requires an exceptional ability to make independent judgments. Understanding of monthly, quarterly, and annual financial reports is needed. Additional contacts include students, parents, and U.W. staff from various campus departments.

Qualifications

 Position requires knowledge of general accounting principles, an understanding of loan programs and collection activity, and above average computer skills. The person in this position must be a quick learner, be able to make independent judgments based on policy and regulation interpretation, have above average mathematical skills, ability to work with details, and must handle high levels of stress caused by multiple deadlines. An extensive knowledge of Perkins Federal Loan regulations is required. 

35% 
A.
Perkins Loan Program and contracted billing service (ECSI)

A.1
Learn and apply knowledge of the Federal, State and UW-System regulations that regulate the Perkins Loan programs.  Assist staff on the use of the system, regulations and policies, enabling them to maintain compliance and communicate correct information to borrowers and other University departments.

A.2
Learn and apply knowledge of the automated systems. This includes the third party automated loan management systems, Accounts Receivable and campus based automated interfaces such as financial aids and general ledger.   Monitor  daily activity reports and make corrections as needed.

A.3
Perform the duties of campus liaison with ECSI.  Independently audit and analyze activities performed by the third party. Reconcile problems and make adjustments.

A.4
Assist LAB, State and Internal Auditors with financial aid audits; providing information and documentation for student accounts and the ECSI billing system.  Respond to any questions and concerns they may have.  Prepare and retain documentation for procedures and processing of the Federal Perkins Loan program.

15%
B.
Disseminate information to borrowers, agencies and departments.

B.1
Respond to questions that the borrower may have related to their account. Assist the borrower with WEB based processes including the completion and printing of the Master Promissory note and exit interviews.  Respond to e-mail and phone request and inquiries. 

B.2
Use professional judgment in responding to complex phone calls or written inquiries regarding all aspects of the debtor’s loan account. Electronically document correspondence in debtor’s electronic file and update the system with proper identifiers.

B.3
Independently monitor and review delinquent loans.  Perform debtor skip trace when necessary.  Notify debtor, in writing, of intent to take further collection action.

B.4
Counsel delinquent borrowers on loan rehabilitation; obtain and process required documentation.  Monitor activity reports on accounts that are in rehabilitation with ECSI, make necessary adjustments.

B.5
Complete the consolidation verification requests and any other loan reference information. Audit the account to ensure an accurate pay-off balance.

B.6
Process paid-in-full accounts, confirm paid status.  Send written notification to debtor and return promissory notes if applicable.  Monitor, approve and process refunds for overpaid Perkin Loans.

B.7
Prepare forms and pamphlets in accordance with regulations.

B.8
Assist with web design, monitor and update as needed.

B.9
Consult with the Bursar regarding developing or revising interface programs and analyzing the results.  Monitor various file interfaces and management reports and suggest changes as needed.

B.10
Monitor and review ECSI debtor letters and forms; revise as required.

10%
C.
Prepare and reconcile monthly, quarterly, and annual financial reports.

C.1 
Prepare various required financial reports for Fiscal reporting. 

C.2
Assist in the preparation of the Annual Fiscal Operations Report.

C.3 
Monitor financial reports between our third party billing service and other agencies. 

10%
D.
Deferments, Postponements and Cancellations

D.1
Independently audit, monitor, and review Perkins loan deferments, postponements and cancellations, using knowledge related to Federal regulations.  Ensure that the proper and valid entries are processed by ECSI. 

D.2 
Use professional judgment to calculate, approve, or deny forbearance deferments. Correspond with the borrowers regarding status of deferment, and forbearances. Provide assistance to the borrower in clarifying details of the federal regulations.

10% 
E.
Agency Referral and Maintenance

E.1
Reconcile the collection reports with our billing service monthly, make the proper adjustments as needed. Maintain a monthly financial report of the collection agencies dollars. Monitor and review the collection agencies invoices for accuracy and authorize monthly payments to the collection agencies.

E.2
Independently review and audit accounts in default to determine the proper placement of the accounts. Make adjusting entries as needed. Assign accounts to the proper collection agencies.  Enter all required referral indicators into automated system software.

E.3
Determine alternative collection action for those accounts that have been returned as allowed by Federal, State, and UW-System regulation. Reassign accounts to other collection agencies or assignthe accounts to Department of Education if necessary.

E.4
Independently review accounts and assign eligible accounts to the Department of Education as required by Federal Law. Complete required Federal Forms and follow up on progress. Process the write off amounts on the automated system when the accounts are accepted by the Department of Education.


10%
F.
Exit interviews/files/holds

F.1
Monitor and process Perkins Loan exit interviews. Monitor and review all automated exit file transfers with the third party billing service. Work closely with AIS and financial aid office to develop any revisions of automated file transfers.

F.2
Create exit interview paperwork as needed for the borrower.


Respond to borrower questions regarding the Web based exit interview system.

F.3
Review the progress on completion of all web exit interviews. Send reminders to those borrowers that have not completed the process as required by Federal regulations.

10%
G.
Miscellaneous

G.1
Disseminate student staff work assignments.  Review for accuracy.

G.2
Assist A/R and Bursar as needed.
