CLASSIFIED & ADMINISTRATIVE POSITION REQUEST

2020'2021 Internal Use
| #: 2020-05
Requester Name; Tamicaward Division Name: Enrollment Services

SUMMARY INFORMATION

Title of Position Being Requested: (Note: Please also attach a current or proposed district job description)

Directorof FinancialAid (seeattachedapprovedob description)

Position Will Reside in Division/Unit:

EnrollmentServiceDivision/StudenServicedJnit

Indicate To Whom this Would Report:

TamicaWard,Deanof EnrollmentServices

Indicate if this position or a similar position has been presented to RAC previously and in what years:

This positionwasbeenpresentedo RAC duringthe2018-2019AcademicYear. The positonwasnot
filled dueto asimilar positionalreadyfilled atLasPositagCollege. However,we anticipatethe current
positionbeingvacatedvithin the nextyearandwe wantto havea planof action.

The position is:

@N ew

Number of Hours per Week: 40

Number of Months per Year: 12

Olncrease for an existing funded position

From: 09 Olo Oll Months
To: Ow On (D12 Months
to

OR From: % %

Name of Person Currently Holding Position:

ONEW Categorically funded position (information only; position not ranked)

Number of Hours per Week:

Number of Months per Year:



http://www.clpccd.org/HR/SEIU%20MOUs/ClassificationCompensationStudy_000.php

SECTION 1: PROGRAM NEED

What key responsibilities would this person assume?

TheDirectorof FinancialAid is responsibldor the developmentgirection,supervisionfiscal
managementomplianceandevaluationof a comprehensiv@nancialaid program,includingthe
following servicesadministratiorof all federalandstategrants,administratiorof the CaliforniaCollege
PromiseGrantandfeewaivers,collegework-study,studenioans,scholarshipsandfinancialaid outreach.

List other Personnel in the Unit (i.e. with shared or similar responsibilities):

Andi SchreibmankinancialAid Officer at LasPositagCollege,currentlyis assigneall of the

responsibilitieseferencedbovebutis notrecognizedasa Directorof FinancialAid andthereforeis nota
memberof the managemerteamat Las PositasCollege.

If this positionis approvedstepswill betakenby LasPositasCollegein conjunctionwith the Human
Resource®ffice to convertfrom a classifiedsupervisorypositionto a managemenposition.




SECTION 1: PROGRAM NEED (contd)

Give a historical perspective of the changing demands on your unit’s staff over the past 3-5 years (refer to

your program review relating to human resources.) You may use narrative or relevant data.

TheFinancialAid Office hasgrownsignificantlyduringthe pastsix years. The numberof applicantsthe
numberof awardeesthe numberof statefinancialaid programgo manageandthe dollaramount
associateavith federalandstatefinancialaid andlocal scholarshighasincreasedignificantly. LasPositas
Collegereceiveghousandsf financialaid applicationsdy meansof the FreeApplicationfor Federal
StudentAid (FAFSA), CaliforniaDreamAct Application(CADAA), andthe over-the-counteor
paper-baseteewaiverapplications.The FinancialAid Office hasalsohadto implementnewstate-based
financialaid programdncludingthe Full-Time StudentSucces$rantto help studentsompletetheir
studiesatanacceleratedateatthe college. Thedollaramountof financialaid andscholarshipasrisenas
the maximumdollaramounthasrisenperfederalor statelaw andsotoo hasthe scholarshipdollaramount
dueprimarily by the MertesBequesthatallocatechundredsf thousandsf dollarsto be awardedo new,
continuing,andtransferringstudentsThe FinancialAid Office hasalsodoubledthe numberof Classified
Professionalsluringthe pastyearwhich doubledthe numberof assignegersonnefrom four to seven
employees.

And/or provide additional information supporting a need for this position and resulting impact on
students or program:

ChabotCollegehashada Directorof FinancialAid for overtwentyyears. LasPositasCollegehas
operatedvith a FinancialAid Officer (classifiedsupervisoryposition)duringthe sameperiodof time.
Yet, thedutiesandresponsibilitiedeingaskedof the FinancialAid Officer arethe sameasthe Director of
FinancialAid which hasled to inequitywhenit comesto programadvocacyandrepresentatioat
college-wideanddistrict-widediscussionsmeetingsandcouncils.

With thenew StudentCentered~undingFormula(SCFF),anaddedspotlightandlevel of accountability
hasbeengivento the FinancialAid Office whichwill accountor 20% of the generafund afterthe hold
harmlesgearsto beginin FiscalYear2022-2023.The FinancialAid Office will betaskedo outreach,
serve andawarda greatemumberof low-incomestudentdrom throughouthe collegedistrictandbeyond
Not havingthe Directorof FinancialAid positionmaycompromiseheability of LasPositasgCollegeto
meetits collegesetgoalsandto helpthe collegedistrict meetits targetsto help ensurestability asit relates
to revenuedfor thegenerafund. FurthernorelasPositasgCollegemaybedisadvantagedndChabot
Collegemaybeadvantaged a Directorof FinancialAid is not hired.




SECTION 2: STUDENT LEARNING AND SUCCESS

Explain how this position will contribute to and/or support student learning and success:

The Directorof FinancialAid will continueto andsupportstudentiearningandsucces$y being
responsibldéor meetingmetricsasdefinedby the new StudentCentered~undingFormula(SCFF)for
Californiacommunitycolleges.Twenty percentof the generafund allocationwill be basednthe
numberof low-incomestudentservedandawardedy the college. The Directorof FinancialAid will be
responsibldor outreachserving,andawardinglow-incomestudentswith CaliforniaPromiseGrantfee
waiversandFederalPell Grants- thetwo primarily typesof awardswhich will beusedto determine
generafund allocationgto the collegedistrictandsubsequentlyo the college. Eachyear,the numberof
studentavho applyandreceivefederal,state andlocal financialaid hasonly increasecdkachfiscal year.
Thistrendcannotcontinuewithout the properadministrativesupportandcontinuedadvocacyatthelocal,
regional,andstatelevel by a Directorof FinancialAid.

Explain how this position will have a positive impact on Accreditation or strengthen the college’s
adherence to the ACCJC standards:

Thehiring of a Directorof FinancialAid will havea positiveimpacton accreditatioreffol1sandhelp
strengtherthe college'sadherencéo ACCJCstandardssfollows:

StudentSupportServices

AccreditationStatement:The institutionassuregquitableaccesgo all of its studentdy providing
appropriatecomprehensiveandreliableservicego studentsegardles®f servicelocationor delively
method."

ResponseThe hiring of a Directorof FinancialAid will ensurehatstudentsegardlessf their service
locationor deliverymethodareencouragedo applyfor financialaid andwill be consideredor all
federal,state,andlocal financialaid opportunitiesn accordancevith applicabldawsandguidelines.

FiscalResponsibilityandStability

AccreditationStatement:The institution practiceseffectiveoversightof financesjncludingmanagemen
of financialaid, grants externallyfundedprogramsgcontractuatelationshipsauxiliary organization®r
foundationsandinstitutionalinvestmentandassets."

ResponseThe hiring of a Directorof FinancialAid will helpensurehatthe managemenaf all financial
aid programds donein compliancewith all applicabldawsandguidelines. The Directorof Financial
Aid, asarecognizednanagerwill beableto takestepsto advocateandrepresenthe collegeandthe neeq
to ensureoutreachsupportservicesandawardstudentswith all availablefinancialresourcepermitted.




SECTION 3: LPC MISSION AND PLANNING PRIORITIES

LPC MISSION STATEMENT: LPC PLANNING PRIORITIES:
e Implement the integration of all ACCJC standards throughout campus structure
Las Positas College provides an and processes.

inclusive, learning-centered, equity-

focused environment that offers e Establish a knowledge base and an appreciation for equity; create a sense of

urgency about moving toward equity; institutionalize equity in decision-making,

educational opportunities and assessment, and accountability; and build capacity to resolve inequities.
support for completion of students’
transfer, degree, and career-technical e Increase student success and completion through change in college practices and

processes: coordinating needed academic support, removing barriers, and

goals while promoting life-long - -
supporting focused professional development across the campus

learning.

Indicate how this position supports the College’s mission and/or planning priorities:

Thehiring of aDirectorof FinancialAid would supportthe college’'smission. The missionof thecollege
is to serveall studentgegardles®f their backgroundsindeducationaoals.Financialaid outreach,
supportservicesandawardswill be madeassuchto supportall studentavho applyfor aid andwho have
ademonstratefinancialneed.

Thehiring of aDirectorof FinancialAid would supportthe college'splanningprioritiesasit relatesto
implementingoestpracticeso meetaccreditatiorstandardsindto facilitate ongoingmeaningful
assessmermndintegrationof ServiceAreaOutcomegSAOs)astheyareknownin StudentServices.As
notedabove the FinancialAid Office playsa significantrole in studentsupportservicesandfor helping
ensurdiscal responsibilityandstability.




SECTION 4: PROGRAM OUTCOMES, INITIATIVES, and PLANS

Please check one.

[

This need was described explicitly in a Program Review (Year2018’2019 ).

[]

This need was implied in a Program Review (Year Multiple

This need was not included in a Program Review, but has become a need since that time.

Explain, including language from Program Review (if available):

Theneedto hire a Directorof FinancialAid is paramoungspeciallygiventhe new StudentCentered
FundingFormula(SCFF) theever-changindinancialaid landscapeandthe almostdoublingof financial
aid personneassignedo LasPositagCollege. TheDirectorof FinancialAid is arequiredpositionif Las
PositagCollegehopesto meetits targetsto outreachserve andawardlow-incomestudentsCalifornia
CollegePromisefee waiversandFederalPell Grantsto helpmaximizethetwenty percentallocation
possiblethroughthe generafund for the collegedistrictandsubsequentlyhe college. Without the
Directorof FinancialAid position,LasPositagCollegeis poisedto losetensof thousand# nothundreds
of thousand®f dollarsthatareprimarily usedto compensatésalaryandbenefits)faculty, classified
professionalsandadministratoratthe college. A morethantenpercentreductionto the generafund
would possiblyresultin layoffs, furloughs,reductionsn courseofferingsandprogramsandothersuch
drasticmeasure$o helpbring the budgetinto balance.

NOTE:If theDirectorof FinancialAid positionis approvedit is envisionedhatthis would bethe
positionthatwould be advertisedipontheretirementof Andi SchreibmankinancialAid Officer.




SECTION 5: SAFETY (if applicable)

Explain how this position will improve safety on campus or within your unit:

Not applicable.

SECTION 6: COSTS*

Estimated Increase or Proposed Annual Salary Cost: $ 115,452.0(
Estimated Benefits Cost: $ 63,499.0(
Total Cost for Position: $ 178,951.0(

NOTE: Full Time = 20-40 hours per week or 50% - 100%
Regular Hourly = 18 hours or less per week (<50%)

For accurate costs, contact the College Administrative Services Technician in the LPC Office of

Administrative Services email to SDavidson@laspositascollege.edu

SECTION 7: SIGNATURES

Requester Administrative Services Technician
W Ahanens Davidosn
8/31/2020

Date - click for drop-down Date - click for drop-down

Division Dean Vice President
o — —
8/31/2020 e~
Date - click for drop-down Date - click for drop-down
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CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

DIRECTOR OF FINANCIAL AID
Chabot College
Management Class Specification

MANAGEMENT RESPONSIBILITY

The Financial Aid Director is a management position designated by the Board of Trustees of the
Chabot-Las Positas Community College District. The position, under the supervision of the Vice
President of Student Services, is responsible for the satisfactory completion and/or coordination
of the listed duties and responsibilities either directly or through administrative review. The
incumbent is charged by the Board of Trustees with the satisfactory implementation of Board
policy and District procedure as applicable to the position. In addition, the incumbent is
expected to participate in the formulation of District policies by making appropriate
recommendations for improvements or additions in policy or procedure through his or her
reporting authority and/or by serving on District-wide committees.

GENERAL DESCRIPTION

The Financial Aid Director, under the direct supervision of the Vice President of Student
Services, is responsible for the development, direction, supervision, fiscal management,
compliance and evaluation of a comprehensive Financial Aid program, including the following
services: administration of all Federal and State grants, administration of the Board of
Governors Grant and fee waivers, college work-study, student loan management, scholarships,
and Financial Aid outreach.

DUTIES AND RESPONSIBILITIES

The Financial Aid Director shall:

1. develop, direct, supervise, evaluate, and provide leadership to the Financial Aid Office;
a. provide leadership in the selection of classified staff;
b. direct, supervise, and evaluate classified and other assigned personnel;
€. adjust workload and assignments to comply with student and organizational needs
and advise the Vice President of Student Services of staffing and other support
needs;
d. ensure that staff is regularly trained in current regulations, appropriate and current

uses of technology resources, and skills for a strong multicultural customer
service environment;
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2,

10.

11.

12.

13,

14.

15.

recommend goals and objectives, and provide assistance in the development and
administration of policies and procedures;

plan, organize, develop, and direct the college financial aid programs;
prepare applications for Federal and State participation and funding of programs;
direct the college’s local scholarship and awards program;

interpret and explain Federal and State financial aid regulations and legislation to other
administrators, faculty, staff, community, and students;

organize and direct the maintenance of required financial aid records and statistics;

organize a financial aid program that has high standards for quality and integrity and that
is regularly and systematically reviewed for accuracy, relevance, and compliance with
Federal and State requirements and regulations;

coordinate and plan with the Business Office and the Management Information Services
to ensure proper disbursement of financial aid funds;

oversee the preparation for and provide leadership for internal, State and Federal audits as
needed;

design and implement a strong marketing, outreach and recruitment effort to inform
students and community about financial aid opportunities and resources and collaborate
in the overall college marketing, outreach and recruitment planning and activities;

provide leadership for the development and implementation of an automated financial aid
system in conjunction with the Management Information Services;

incorporate planning for and implementation of advances in technology that may
significantly impact financial aid processes and improve services to students and
institutional integrity for audit purposes;

assume leadership and responsibility to prepare and submit college and district reports as
requested, and all accountability reports as required by State and Federal agencies and
maintain necessary accurate records for these purposes;

coordinate necessary aspects of financial aid regulations and services with other
administrators, especially in Admissions and Records, Counseling, and Special Programs
as they relate to student access and success;
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16.  provide leadership for informing and advising administrators and faculty leaders with
respect to financial aid regulations and program requirements, and participate in the
planning of new academic calendars and delivery modes to ensure compliance with state
and federal financial aid regulations;

17. develop and write a procedures manual for the Financial Aid Office;

18.  assume leadership for the Financial Aid Office budget preparation and administration;
prepare cost estimates for budget recommendations; submit justifications for budget
items; monitor and control expenditures;

19.  represent the Financial Aid Office and the District at a variety of administrative and
professional meetings as required, including participation in local, State and national
financial aid associations;

20.  be responsible for the supervision of college operations at assigned times, including
occasional service as administrator for the college in the evening or on Saturday or
Sunday;

21.  perform major responsibility duties and all other related and implied duties as may be

assigned by the Vice President of Student Services and the President.
MINIMUM QUALIFICATIONS
Education and Experience:
Baccalaureate degree from a four-year accredited college or university in a relevant field; or a

minimum of four years experience in a relevant field; or an equivalent combination of education
and experience which indicates possession of the skills and knowledge required.

APPOINTMENT

The Financial Aid Director shall be elected by the Governing Board upon the nomination of the
College President and the District Chancellor.

NOTE: This class specification is not necessarily all-inclusive in terms of the duties and
responsibilities.

Adopted by the Board of Trustees 2/16/99
Effective: 2/17/99

Board Designation: Administrative
(DIR-FA.doc)
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	Requester Name: Tamica Ward
	Division Name: Enrollment Services
	Number of Hours per Week: 40
	Number of Months per Year: 12
	From: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	This need was described explicitly in a Program Review Year: 2018, 2019
	This need was implied in a Program Review Year: Multiple
	Title of Position: Director of Financial Aid (see attached approved job description)
	Reside: Enrollment Services Division/Student Services Unit
	Report To: Tamica Ward, Dean of Enrollment Services
	Previously Requested: This position was been presented to RAC during the 2018-2019 Academic Year.  The positon was not filled due to a similar position already filled at Las Positas College.  However, we anticipate the current position being vacated within the next year and we want to have a plan of action.
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: The Director of Financial Aid is responsible for the development, direction, supervision, fiscal management, compliance, and evaluation of a comprehensive financial aid program, including the following services: administration of all federal and state grants, administration of the California College Promise Grant and fee waivers, college work-study, student loans, scholarships, and financial aid outreach.
	Other Personnel: Andi Schreibman, Financial Aid Officer at Las Positas College, currently is assigned all of the responsibilities referenced above but is not recognized as a Director of Financial Aid and therefore is not a member of the management team at Las Positas College.

If this position is approved, steps will be taken by Las Positas College in conjunction with the Human Resources Office to convert from a classified supervisory position to a management position.

	Historical Perspective: The Financial Aid Office has grown significantly during the past six years.  The number of applicants, the number of awardees, the number of state financial aid programs to manage, and the dollar amount associated with federal and state financial aid and local scholarship has increased significantly.  Las Positas College receives thousands of financial aid applications by means of the Free Application for Federal Student Aid (FAFSA), California Dream Act Application (CADAA), and the over-the-counter or
paper-based fee waiver applications.  The Financial Aid Office has also had to implement new state-based financial aid programs including the Full-Time Student Success Grant to help students complete their studies at an accelerated rate at the college.  The dollar amount of financial aid and scholarships has risen as the maximum dollar amount has risen per federal or state law and so too has the scholarship dollar amount due primarily by the Mertes Bequest that allocated hundreds of thousands of dollars to be awarded to new, continuing, and transferring students. The Financial Aid Office has also doubled the number of Classified Professionals during the past year which doubled the number of assigned personnel from four to seven employees.

	Additional Info Supporting Need: Chabot College has had a Director of Financial Aid for over twenty years.  Las Positas College has operated with a Financial Aid Officer (classified supervisory position) during the same period of time.  Yet, the duties and responsibilities being asked of the Financial Aid Officer are the same as the Director of Financial Aid which has led to inequity when it comes to program advocacy and representation at
college-wide and district-wide discussions, meetings, and councils.

With the new Student Centered Funding Formula (SCFF), an added spotlight and level of accountability has been given to the Financial Aid Office which will account for 20% of the general fund after the hold harmless years to begin in Fiscal Year 2022-2023.  The Financial Aid Office will be tasked to outreach, serve, and award a greater number of low-income students from throughout the college district and beyond. Not having the Director of Financial Aid position may compromise the ability of Las Positas College to meet its college set goals and to help the college district meet its targets to help ensure stability as it relates to revenue for the general fund.  Furthernore, Las Positas College may be disadvantaged and Chabot College may be advantaged if a Director of Financial Aid is not hired.

	Contribute to Student Learning: The Director of Financial Aid will continue to and support student learning and success by being responsible for meeting metrics as defined by the new Student Centered Funding Formula (SCFF) for California community colleges. Twenty percent of the general fund allocation will be based on the number of low-income students served and awarded by the college.  The Director of Financial Aid will be responsible for outreach, serving, and awarding low-income students with California Promise Grant fee waivers and Federal Pell Grants - the two primarily types of awards which will be used to determine general fund allocations to the college district and subsequently to the college.  Each year, the number of students who apply and receive federal, state, and local financial aid has only increased each fiscal year. This trend cannot continue without the proper administrative support and continued advocacy at the local, regional, and state level by a Director of Financial Aid.

	ACCJC Standards Adherence: The hiring of a Director of Financial Aid will have a positive impact on accreditation effo11s and help strengthen the college's adherence to ACCJC standards as follows:

Student Support Services
Accreditation Statement: "The institution assures equitable access to all of its students by providing appropriate, comprehensive, and reliable services to students regardless of service location or delive1y method."
Response: The hiring of a Director of Financial Aid will ensure that students regardless of their service location or delivery method are encouraged to apply for financial aid and will be considered for all federal, state, and local financial aid opportunities in accordance with applicable laws and guidelines.

Fiscal Responsibility and Stability
Accreditation Statement: "The institution practices effective oversight of finances, including management of financial aid, grants, externally funded programs, contractual relationships, auxiliary organizations or foundations, and institutional investments and assets."
Response: The hiring of a Director of Financial Aid will help ensure that the management of all financial aid programs is done in compliance with all applicable laws and guidelines.  The Director of Financial Aid, as a recognized manager, will be able to take steps to advocate and represent the college and the need to ensure outreach, support services, and award students with all available financial resources permitted.

	Mission: The hiring of a Director of Financial Aid would support the college's mission.  The mission of the college is to serve all students regardless of their backgrounds and educational goals. Financial aid outreach, support services, and awards will be made as such to support all students who apply for aid and who have a demonstrated financial need.

The hiring of a Director of Financial Aid would support the college's planning priorities as it relates to implementing best practices to meet accreditation standards and to facilitate ongoing meaningful assessment and integration of Service Area Outcomes (SAOs) as they are known in Student Services.  As noted above, the Financial Aid Office plays a significant role in student support services and for helping ensure fiscal responsibility and stability.

	Program Outcomes: The need to hire a Director of Financial Aid is paramount especially given the new Student Centered Funding Formula (SCFF), the ever-changing financial aid landscape, and the almost doubling of financial aid personnel assigned to Las Positas College.  The Director of Financial Aid is a required position if Las Positas College hopes to meet its targets to outreach, serve, and award low-income students California College Promise fee waivers and Federal Pell Grants to help maximize the twenty percent allocation possible through the general fund for the college district and subsequently the college.  Without the Director of Financial Aid position, Las Positas College is poised to lose tens of thousands if not hundreds of thousands of dollars that are primarily used to compensate (salary and benefits) faculty, classified professionals, and administrators at the college.  A more than ten percent reduction to the general fund would possibly result in layoffs, furloughs, reductions in course offerings and programs, and other such drastic measures to help bring the budget into balance.

NOTE: If the Director of Financial Aid position is approved, it is envisioned that this would be the position that would be advertised upon the retirement of Andi Schreibman, Financial Aid Officer.

	Program Outcome 1: Yes
	Program Outcome 2: Yes
	Program Outcome 3: Off
	Safety: Not applicable.
	Costs 1: 115452
	Costs 2: 63499
	Costs 3: 178951
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	Date: 


