NEW Pay Grade Q7

OHIO
CLASSIFICATION

CLASS TITLE:
Student Loan Specialist 2

CODE:
66562 C

SPECIFICATION
Developed for Equal Opportunit [y

MAIOR AGENCIES: . , o
County Offices, Universities

JURISDICTION:
County, Univ.

FUNCTION: Under general supervision from student loan specialist supervisor or office manager 2, initially contacts
newly defaulted loan borrowers to achieve maximum recovery of repayment using collection § negotiation techniques §

experience, or locates payment evaders (i.e.

» skips) utilizing standard § specialized collection

techniques § collects

recent or uncollectible in-house defaulted loans utilizing normal collection procedures, or trains new student loan

specialist 1's until qualified to handle &

problems regarding loan Trepayment;

1 unt : maintain collection accounts & manages important, special or large lender
portfolios requiring high level of expertise, negotiates payments between borrowers

resolve repayment difficulties utilizing collection techniques, maintains caseload &

& lenders § works with lenders to
answers inquiries § resolves

-PERFORMS RELATED DUTIES AS REQUIRE

RANK | % OF JOB DUTIES MAJOR WORKER CHARACTERISTICS
1 60-66|A-Serves as lead collector by initially contacting newly Knowledge of (1) employee training §
defaulted loan borrowers to achieve maximum Tecovery of development*, (2) supervision*, (3)
repayment using collection § negotiation techniques § exper- |public relations, (4) human relations,
ience (e.g., telephone, letters, credit bureau reports, (5) federal laws § section 3351.05 of
relatives), monitors § controls accounts until payments made |Revised Code involving state guarantee
on regular basis, evaluates accounts for referral decisions of student loans*, (6) interviewing, (7)
§ forwards skips to skip trace section. collection procedures; skill in (8)
=l operation of data terminals*; ability to
n B-Serves as skip tracer/collector by locating payment evaders (9) define problems, collect data,
N utilizing standard § innovative collection techniques and establish facts § draw valid conclusions,
constant telephone use (e.g., credit reports, IRS records, (10) deal with many variables § deter-
Bureau of Motor Vechicle records, student loan files, re- mine specific action, (11) use proper
latives), collects recent §/or uncollectible in-house research methods in gathering data,
defaulted loans utilizing normal collection procedures, per- |(12) gather, collate § classify infor-
forms on-going evaluation of accounts in portfolio § re- fmation about data, people or things,
commends appropriate action including write-off. (13) handle sensitive inquiries from
§ contacts with officials § general pub-
™ C-Serves as investigator/trainer by training new student loan lic.
) specialist 1's until qualified to handle § maintain port-
. folio, manages important, special &/or large lender port-
= folios requiring high level of expertise, negotiates pay-
" ments between borrowers § lenders & works with lenders
i in resolving payment difficulties utilizing normal .
*Developed after employment

UNUSUAL WORKING CONDITIONS:
fractions,
abulary plus: 600 hrs.
6 mos. exp.); 600 hrs.

MINIMUM CLASS REQUIREMENTS: fincluding license, if any.) AD11 ity to calculate
decimals § percentages § read § write common voc-
training in collection procedures (or
training in interviewing as it relates
to collection process (or 6 mos. exp.); 3 courses in public

TRAINING & DEVELOPMENT:

CLASS TITLE
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RANK "T"mon'é JOB DUTIES MAJOR WORKER CHARACTERISTICS

collection procedures (e.g., credit reports, student loan
files, relatives), performs on-going evaluation of accounts
in portfolio § uncollectible accounts § recommends action

to supervisor, forwards skips to Skip Trace Section § period-
ically reviews with commission director details of accounts
reconmended for purchase under state guarantee.

Z 23-29|Utilizes data terminals § manuals processes & procedures Knowledge of 5%; skill in 8%*; ability
to provide status of cases, timely follow-up § record of to 9, 10, 11, 12, (14) calculate
productivity, per required standard of production output fractions, decimals § percentages,

& documents on pursuit file all information affecting (15) prepare meaningful, concise §
debtors' accounts (e.g., telephone conversations. letters, accurate reports.

skip trace process) § provides established § special
reports to supervisor per specified schedule, maintains
daily production logs, computes past due balances as necessary.

3 w|8-14 |Replies promptly § in concise § clear manner to incoming in- Knowledge of 3, 4, 5%, 6, 7; skill in

< quiries § refers problems to SUpervisor as necessary § pre- 8%, ability to 9, 10, 11, 12, 13, 14,
pares §/or answers written communications to & from student (16) write routine business letters,
borrowers, co-makers § others who assist in resolving payment reflecting standard practices.
difficulties.
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*Developad after employment =
UNUSUAL WORKING CONDITIONS: MINIMUM CLASS REQLHIREMENTS: lincluding license, if any.} TRAINING & DEVELOPMENT:

relations (or 3 mos. exp.); or equivalent.

TITLE ODE:
e Student Loan Specialist 2 COBE: 66562 C 2 . 2
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