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How do you eat/an!elepha
“One bite at a time!
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Promote the Commitment Based

- School Philosophy

n Facilitate Team Approach Between Departments
Admissions
Business Office
v Academics ——
" v Student Services and Placement &
v Home Office ?‘Z

AN

Know each teams’ goals ,f' ! \
Invite feedback and be open to new |deas
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= Believe in the MISSIO!‘I

requirements.
v Help the student to achleve and succeed
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Organize'and Structure the FA
Department to Streamline Processes

»  Work the Front and Back Toward the Middle
v Closely monitor completion status of future Stz

~within 60 days after start. gﬁ%@
v Review potential graduate balancesriSO days prior to graduation
i ‘ ‘

m Staffmg Models R
v Processor/Payment Requesting. / |
v Missing Documents; Verlflcatlon—Code C Resolution;

. v Special Tasks—Alternative Loans Scholarshlps State
Work-Study. ;

« Utilization of Computer System and Technolo

v Document Tracking.. / \
- v System Management Reports (l e, Past Due; @ut of B
AR). &

v Manlpulatlng Data Throu'@ff%f
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v FA Teams—New Start; Contmumg,' Potentlal Graduate/ut of School.
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~a Hire Quahty Staff

v

v

v

> m Conduct Initial and On- gomg Tr rammg
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‘Conduct weekly meetings and determme continued tr.

. Provide cross-training.  /

Hire—Train—Motivate
Hold Staff Accountable

Skills—Good Communicator; Organized; Analytical; Team_Pla
Oriented; Learn Quickly; Independent Thmker' S0l

Tasks—Interview and package new _applicants; Co ;paperwork
accurately and timely; Follow up off missing information: Conduct
entrance/exit loan counseling.

Assess staff strengths and determing ]ob responsibilitie
2

Give general overview of process’ ‘and be clear on job |

Review and utilize resources avdilable (| e. FSA Coach
Procedure Manual; New Counselor T raining Checklist)

Demonstrate process and prowde sample case studle:
“Buddy” with veteran counselor y
Observe counselor mteractlon and; test Skl”S

identified needs (i.e. deletion report)

Create an envnronment t%%: '
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Hire—Train—Motivate
Hold Staff Accountable (Contlnued)

n Motivation Creates Success
v Compliment and communicate progress.
v Routinely reward and praise even fgpi

v Provide recognition that others’ canrsee——”Catch You D ing "~ /1%
Good” certificate. ¢ -

v Create fun projects, games, or heaIthy competrtron thr
between teams. i

< Listen to concers and ideas. ]
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: = Achieve Through Accountablllty . :
‘ ) v Use the 4-P philosophy (Pre- plannrng prevents poor pé

| v Raise the bar and challenge their strengths by setti
: and target dates both short term and long range
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