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JOB DESCRIPTION
~

Personnel Office Use Onlv
Position No. 1;<~gz.
Non-Classified --.X...
Classified

Exemptf(- Non-Exempt-

Bursar

Daphne Sampite

EMPLOYEE CLASSIFICATION: - Instructional Faculty
- Administrative Faculty
- Other Faculty
-X Other Unclassified
- Classified

FUNCTION OF WORK: Supervision and analysis of University's cash receivables
SUPERVISION RECEIVED: Direct from Associate Controller, indirect from Vice President for

Business Affairs
SUPERVISION EXERCISED: Over assigned staff of accountants

% to Time DescriJ2tion

100% A.

DUTIES AND RESPONSIBILITIES

Supervisethe review, analysis,preparationof, and/or collection of all cash, student
receivables,studentloan receivables,and non-studentreceivables, including,but not
limited to:

1. Review financial accounting reports to assure accuracy and timeliness of
posting all transactions to student accounts, student loans and non-student
accounts.
Prepare spreadsheets to analyze and project student and non-student
receivables. .

Recommendand implementmethodsto improvethe billing andcollectionof
student receivables, student loans, and non-student accountsreceivables.
Maintain receivables history.
Prepare and/or supervise the prepaTationof aUinternal and externalreports
regarding receivables.
Assist with development and implementation of policies andprocedures.
Monitor delinquent accounts and assure referrals with collection agency.
Monitorcollectionagencyprogressto assure adherenceto collectioncontract,
Credit Bureau reporting, and aggressive collection steps.
Monitor the compliance of all university policies, state laws, and federal
regulations.
Supervise and approve the filing of federal loan reports, such as Annual
Operating Reports, FISAP, etc.
Monitor and analyze student and non-student write-offs.
Supervise registration/fee payment processes.
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