
   
    

    

                  

        

     

        

       

     
 

 

 

        

       

   

    

    

               

           

            

       

       
    

    
      

        

       

            

     

 

     
      
      

                           
     

    
     

                       

 

 

 

 

             

MT. SAN ANTONIO COLLEGE – HUMAN RESOURCES 
REQUEST TO FILL – STAFF and ADMINISTRATIVE POSITIONS 

(Instructions for completing this form begin on page 2) 

Administrative         Classified            Confidential 

Temp Special Projects Administrator (see AP 7135) Out-of-Class Assignment 

Position: ____________________________________________ FTE (%): _________________ 

A Division: __________________________________ Department: ____________________________________ 

Term (month/year): _______________________ Salary Schedule (Range): ____________________ 

Work Schedule (Days, Hours): __________________________________________ 

Previously Budgeted Position - Vacant (Incumbent Separated/Separating)B Incumbent name: _________________________________ Last date of employment: ______________________ 
Reason for vacancy: ________________________________ 
Newly or Previously Budgeted Position - Never Filled 

Fiscal Year Budget Approved: _____________ Budget Source (e.g., NRA, Grant Name): ________________________ 

Out-of-Class Assignment Reason ☐Incumbent on Leave ☐ Vacancy ☐Back-Fill 

C Rationale/Operational need for and consequence of not, filling this position (atached additional page if needed): 

Area Vice President Initials: ________ 

D Budget information to fund this position:
Account Number: ______________________________________    Amount: ______% $_________________ 
Account Number: ______________________________________    Amount: ______% $_________________ 
Fund (check all that apply):   General Fund Unrestricted Restricted Funds  Categorical Grant      Temporary 

Annual renewal of this position is contingent upon the College’s receipt of continued funding. 
Duration (grant/temporary funded):Beginning date: _______________ End date: _______________ 

Comments / Please list any changes in the budgeted position (e.g. title, FTE, Term, etc.): 

Fiscal Use Only: Funding available Funding not available | Position # _____________ Contract # ___________ 

E Signatures - print/sign/date (to be completed in numerical order): 

1. Requesting Manager: ___________________________ _________________________________ _____________

2. Division Vice President: __________________________   _________________________________   ____________

3. Applicable Human Resources Manager: _______________________ _________________________ ____________

4. Chief Compliance/Budget Officer: __________________________ ___________________________  ___________

5. Vice President, Human Resources: Recommend to fill  Yes   No (see attached rationale) _________  __________
Initial Date 

Reviewed by the President’s Cabinet, the following action was taken on the above request: 

Approved to fill immediately Approved to fill (enter date) _____________ Denied 

6. President/CEO: ___________________________ _________________________________ _____________

Financial AidStudent Services

Financial Aid Specialist (CA9950) 100

A-8212

Mon - Thur 8am to 5pm & Fri 8am to 4:30pm

2/8/206Roman Cardona

Resignation

This position is key in admiistering financial aid eligibility for students. The suppport that this position 
provides the department helps increase and maintain the number of students we provide financial 
assistance to and helps support the Student-Centered Funding Formula. (See attached for additional 
details) 

121,97910017566-504200-211000-646000-2100

✔

Manuel Cerda

MC

Melba Castro

4/20/2026
4/22/2026

5/7/26TDH

Position Approved 4/7/26 PC Meeting
Position on 2026-2027 Phase List 1

Dr. Martha Garcia May 12, 2026

On current priority List



EZ Salary Projection
(50% or more

FY 2024-25
FTE)

FTE equal or higher than 50%
Description Input
Select employee group UA
Enter salary range 82
Enter months of employment 12
Enter FTE percentage 100.00% 100

Total Annual Cost (Salary and 
Benefits)

$121,979

For Salary Ranges, please refer to the Human Resources

Website/Salary Schedules:

http://www.mtsac.edu/hr/salary-schedule.html

For questions, contact Christine Lam at Ext. 5428 or clam@mtsac.edu

Revised 8.22.24 (included 8.22% and 1.07% in CSEA 262, CSEA 651, CO, and MGMT)



MT. SAN ANTONIO COLLEGE
Dean of Student Services department 

2025‐26
Department of Financial Aid

Veterans and Scholarships

Director 
Financial Aid, Scholarship, and Veterans 

Manuel Cerda

Veterans Specialist 
Jacob Salazar

Financial Aid Specialist 
(Veterans) 
Erika Diaz

Manager
Financial Aid & Special Programs

 Desiree Marquez

2.19.26 SM

Assistant Director
Financial Aid, Scholarship, and 

Veterans
Jenny Phu

Project/Program Coordinator
Jazmin Vargas

Financial Aid Systems Technician
Justin Barber

Business Analyst
Christine Santiago

Systems Analyst
Marisol Baquera

Financial Aid Specialis 
VACANT

Financial Aid Specialist 
VACANT

Financial Aid Specialist 
(Loans)

La’Kenya Simon West

Educational Advisor
Marlene Sandoval

Admin Specialist III
Sandy Miranda

Educational Advisor
Windy Lozano

Manager 
Financial Aid & Special Programs 

Michelle Casas

Financial Aid Specialist 
(Outreach/Inreach)

Paola Gutierrez‐Flores

Administrative Specialist I
Xochilt Vallarta

Financial Aid Specialist 
(Outreach/Inreach)

Rudy Sanchez

Administrative Specialist I 
Daniel Mazariegos

Administrative Specialist I
Asiah Esquivel

Administrative Specialist I 
Jaidyn Ramirez-Oda

Financial Aid  Financial Aid & Special 
Programs (Inreach/Outreach)

Financial Aid Specialist 
(MMR/POPS) 
Grace Toy

Financial Aid Specialist 
(WorkStudy)
 Cindy Hsieh

Financial Aid Specialist 
(Cal Grant) 

VACANT

Financial Aid Specialist 
(Overpayment/R2T4) 

Desiree Landeros

Student Services Program 
Specialist II, Scholarships

Victoria Davy

Administrative Specialist I, 
Scholarships
Wendi English

Financial Aid Specialist 
(Cal Grant) 

Julie Laz



Board Approved March 9, 2016 
FLSA: NON-EXEMPT 

FINANCIAL AID SPECIALIST 

DEFINITION 

Under general supervision, performs specialized duties related to the operation of the 
College’s financial aid programs; interviews, advises, and assists students with program 
services; processes and awards student financial aid according to federal and state 
regulations and College policies and procedures; provides information to students and 
College staff regarding financial aid programs and services; provides assistance for a 
wide variety of assignments related to the development and implementation of assigned 
programs, projects, and services. 

SUPERVISION RECEIVED AND EXERCISED  

Receives general supervision from the assigned managerial personnel.  May provide 
technical and functional direction to temporary employees and assigned staff. 

CLASS CHARACTERISTICS  

This classification is responsible for coordination of assigned specialized program 
implementation and outreach tasks in support of Financial Aid programs.  The work has 
technical aspects requiring the interpretation and application of policies, procedures, and 
regulations and involves frequent contact with students, faculty, and outside organizations.  
Positions at this level perform the full range of duties as assigned, working independently, 
and exercising judgment and initiative.  Positions at this level receive only occasional 
instruction or assistance as new or unusual situations arise and are fully aware of the 
operating procedures and policies of the work unit. 

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 

1. Performs the full range of routine to complex specialized duties involved in processing 
and evaluating application materials and funding of financial aid opportunities to 
eligible students. 

2. Verifies initial and continuing eligibility of students who have applied for or been 
granted financial aid and informs affected students of their status; resolves issues 
related to overpayments, concurrent enrollment; calculates Return of Title IV Aid, 
including adjustments as defined per regulatory changes and federal updates and 
other financial aid issues for example Satisfactory Academic Progress (SAP) and Pell 
usage in a timely manner. 

3. Assists with monthly, quarterly, and year-end reconciliation of financial aid program 
accounts. 

4. Verifies financial aid files to ensure accuracy of information provided by parents and 
students on financial aid applications in conjunction with IRS forms, social security 
records, and various agencies used to determine financial aid eligibility according to 
federal guidelines and forms. 

5. Analyzes and reviews applications and required documentation to determine financial 
need and program eligibility for a variety of federal, state, and College programs. 



Financial Aid Specialist 
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6. Packages financial aid awards using standard needs analysis as defined in Title IV 
guidelines and in accordance with specific federal, state, and local guidelines; 
conducts loan entrance and exit interview sessions with students. 

7. Authorizes and posts loan amounts to student accounts; makes adjustments as 
needed; reconciles and refunds disbursements. 

8. Ensures accurate and timely reporting of student and aid information to lenders, 
servicers, and guaranty agencies. 

9. Assists with planning and organizing outreach activities targeting students eligible for 
special assistance and/or services. 

10. Assists with outreach financial aid programs, services, and events through various 
communication venues and social media; develops flyers, brochures, programs, and 
other outreach materials. 

11. Conducts workshops and presentations on various topics related to financial aid 
programs; creates, develops, and revises workshop materials, handouts, and packets. 

12. Prepares and maintains various programmatic and/or student files and records. 
13. Gathers, assembles, updates, and distributes a variety of department specific 

information, forms, records, and data as requested; prepares and maintains a variety 
of databases and reports. 

14. Provides information, advice, and counsel to students, parents, and College staff that 
requires the use of judgment and the interpretation of rules, regulations, policies, and 
procedures; meets with students, parents, and College staff to obtain data, interpret 
information, and answer questions; prepares correspondence independently to 
answer questions, request information, or provide explanations. 

15. Maintains accurate and detailed spreadsheets, files, and records, verifies accuracy of 
information, researches discrepancies, and records information. 

16. Researches, compiles, and organizes information and data on topics related to 
Financial Aid programs; prepares and assembles reports, manuals, articles, 
announcements, and other informational materials. 

17. Attends and participates in program-related College committees, community activities, 
and professional conferences and meetings concerned with the development and 
implementation of financial aid programs and/or services. 

18. Assists with the analysis and reconciliation of student financial aid programs, e.g. 
disbursements in compliance with federal, state, and College regulations. 

19. Promotes an environment of belonging as it relates to diversity, equity, inclusion, 
social justice, anti-racism, and accessibility. 

20. Provides quality customer service when interacting with the public, vendors, students, 
and College staff, including individuals from minoritized groups. 

21. Supports and abides by federal, state, and local policies and Board Policies and 
Administrative Procedures. 

22. Participates on committees, task forces, and special assignments, including, but not 
limited to, Screening and Selection Committees and mandated trainings as required. 

23. Prepares and delivers oral presentations related to assigned areas as required. 
24. Performs other related or preceding classification duties as assigned. 
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QUALIFICATIONS  

Knowledge of:  

1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, 
antiracist, and accessible academic and work environment. 

2. Updated regulations and practices in federal, state, and institutional financial aid 
programs, including an understanding of the FAFSA Simplification Act and changes 
in Title IV reporting requirements. 

3. Principles, practices, and service delivery needs related to the development and 
implementation of financial aid programs. 

4. Procedures for planning, implementing, and maintaining a variety of presentations, 
activities, and programs. 

5. Research and reporting methods, techniques, and procedures. 
6. Principles and practices of data collection and report preparation. 
7. Applicable federal, state, and local laws, regulatory codes, ordinances, and 

procedures relevant to assigned area of responsibility. 
8. Modern office practices, methods, and computer equipment and applications related 

to the scope of responsibility. 
9. Record-keeping principles and procedures. 
10. Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, 
regulatory, and legislative organizations. 

11. Techniques for providing a high level of customer service by effectively interacting 
with the public, vendors, students, and College staff, including individuals of various 
ages, disabilities, socio-economic levels and ethnic groups. 

Skills & Abilities to:  

1. Advocate for and communicate the College’s vision and commitment to creating a 
diverse, equitable, inclusive, socially just, anti-racist, and accessible academic and 
work environment. 

2. Participate in addressing gaps in diversity, equity, inclusion, social justice, anti-racism, 
and accessibility in the recruitment and retention of staff. 

3. Participate in providing resources and support towards the goal of a diverse, equitable, 
inclusive, socially just, anti-racist, and accessible academic and work environment. 

4. Evaluate and provide input to management regarding improvements to existing 
Financial Aid processes. 

5. Present Financial Aid information verbally and in writing to various constituent groups 
such as students, families, Community Based Organizations for example “What is 
Financial Aid”, “How to File for Financial Aid”, “How to Apply for Scholarships.”  
Prepare materials for outreach presentations, e.g. gathers brochures, reports, and 
other related program materials. 

6. Provide sound advice and coaching to students related to financial aid programs and 
services. 

7. Interpret, apply, explain, and ensure compliance with federal, state, and local policies, 
procedures, laws, and regulations. 
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8. Conduct research, analyze, interpret, summarize, and present technical information 
and data in an effective manner, especially regarding compliance with new financial 
aid rules and regulations. 

9. Compose and prepare basic reports, correspondence, and other written materials 
independently or from brief instructions. 

10. Make accurate mathematical, financial, and statistical computations. 
11. Establish and maintain a variety of filing, record-keeping, and tracking systems. 
12. Organize and prioritize a variety of projects and multiple tasks in an effective and 

timely manner; organize own work, set priorities, and meet critical time deadlines. 
13. Communicate effectively through various modalities. 
14. Learn and apply emerging technologies and, as necessary, to perform duties in an 

efficient, organized, and timely manner. 
15. Review situations accurately and determine appropriate course of action using 

judgment according to established policies and procedures; understand scope of 
authority in making independent decisions. 

16. Establish, maintain, and foster positive and effective working relationships with those 
contacted in the course of work. 

17. Maintain current knowledge of federal and state financial aid programs and regulations 
through ongoing professional development and certifications as listed in the Licenses 
and Certifications section. 

Education and Experience: 

1. Equivalent to an associate’s degree from a regionally or nationally accredited college 
with major coursework in finance, accounting, or a related field; and 

2. Three (3) full-time equivalent years of increasingly responsible financial aid 
experience, including demonstrated knowledge of current federal and state financial 
aid regulations. 

Desirable Qualifications: 

1. Experience working with policies and procedures relating to diversity, equity, inclusion, 
social justice, anti-racism, and accessibility preferably in a minority serving institution 
such as Hispanic Serving Institution (HSI) and Asian American and Native American 
Pacific Islander-Serving Institution (AANAPISI); OR  

2. Experience with participation in programs relating to diversity, equity, inclusion, social 
justice, anti-racism, and accessibility preferably in a minority serving institution such 
as Hispanic Serving Institution (HSI) and Asian American and Native American Pacific 
Islander-Serving Institution (AANAPISI).  

Licenses and Certifications: 

1. Regular participation in professional development opportunities related to supporting 
financial aid programs, including training in federal and state financial aid regulations. 

2. The incumbent may periodically be required to travel to a variety of locations.  If 
operating a vehicle, employees must have the ability to secure and maintain a valid 
California driver's license. 
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PHYSICAL DEMANDS 

Must be able to work in a standard office setting and use standard office equipment, 
including technological devices; to communicate with individuals at various College and 
meeting sites; the ability to understand and comprehend written and electronic materials; 
the ability to receive, review, and respond to communications in person, before groups, 
and over and through various media.  This is primarily a sedentary office classification 
although movement between work areas may be required. Positions in this classification 
occasionally may need to physically reach, push, and pull drawers open and closed to 
retrieve and file information.  Incumbents must possess the ability to lift, carry, push, and 
pull materials and objects weighing up to 20 pounds.  

ENVIRONMENTAL ELEMENTS 

Incumbents work in an office environment with moderate noise levels, controlled 
temperature conditions, and no direct exposure to hazardous physical substances.  
Incumbents may interact with staff, students, and/or the public in interpreting and 
enforcing departmental policies and procedures. 

Amended: 7/2023; 11/2024 
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