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Job Description and Specifications 

 
Title:      Financial Support Associate 5 – Business Office 
 
Classification:     Support– Non-Exempt  
 
Direct supervision received from:   Finance and Human Resource Coordinator 
 
Functional supervision received from:  TCATN President 
 
Office Location(s):    Nashville 
 
Hours: 7:30 – 4:00, Monday through Friday 
 
Salary: Starting at Midpoint $40,052 
 
FUNCTION OF THE JOB: 
 
The Financial Support Associate 5 in the Business Office is responsible for work performed in a variety 
of business office tasks including technical/clerical tasks as needed, accounts receivable, and recording 
deposits of funds. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Perform general office duties: type and proof correspondence, reports, tables, charts, and other 
business materials as needed; make copies, assemble, collate, staple or bind materials, and file as 
needed. 

 
2. Display a high level of effort and commitment to performing work; operate efficiently within the 

organizational structure; demonstrate trustworthiness and responsible behavior. Handles multiple 
tasks and persons simultaneously. 
 

3. Meet with students, as needed, to review account/scholarship status and set up Promise to Pay 
conditions. 
 

4. Prepare and balance all accounts receivable.  
 

5. Post and balance expense and agency accounts. 
 

6. Prepare various reports to be submitted to the Service Center.  
 

7. Code ACH deposits from US Bank into Banner. 
 

8. Monitor returned checks, bad debt tracking, and holds in Banner. 
 

9. Communicate with all levels of institutional departments, interacting with faculty, staff, and TBR 
to obtain or provide information in a professional manner. 
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10. Process student exit workflows to calculate refund amounts and third-party refunds. If required, 

order refund checks once verified. 
 

11. Enter payment and accounts receivable information on student accounts in Banner. 
 

12. Serve as back-up cashier as needed. 
 

13. Assist with maintaining office supply inventory; order supplies as needed. 
 

14. May oversee or check work of student workers. 
 

15. Some travel may be required. 
 

16. Perform other duties as assigned by supervisor and/or administration. 
 
 
MINIMUM ACCEPTABLE QUALIFICATIONS: 
 

1. Technical diploma in a related field. Related associate degree from an accredited institution 
preferred. 
 

2. Minimum of five (5) years of experience in accounting, bookkeeping or financial processes 
within the last seven (7) years. 
 

3. Strong time management skills with the ability to prioritize projects, attend to multiple projects 
simultaneously and consistently meet deadlines in a complex, fast-paced environment. 
 

4. Ability to read and accurately interpret policies, guidelines, instructions and information. 
 

5. Ability to tactfully communicate with employees and the public at all levels. 
 

6. Strong math skills required. 
 

7. Ability to work independently and as part of a team. 
 

8. Strong computer skills utilizing a wide variety of software applications including, but not limited to: 
databases, spreadsheets, word processing, e-mail, etc. 
 

9. Working knowledge of Ellucian Banner a plus. 
 

10. Strength requirements (physical demands) - Mental and Visual Demand: 
 

a. Sedentary work involves sitting some of the time; involves mobile accessibility to entire 
school. 

 
b. Requires mental and visual attention to detail. 
 
c. Must be able to operate a vehicle and have a valid driver’s license. 
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GENERAL REQUIREMENTS: 
 
This position requires interpretation and problem-solving skills concerning a variety of practical 
problems. Must be proficient in mathematical operations and possess good language and communications 
skills. Must be able to interpret a variety of instructions furnished in written and oral form. Must be 
proficient in Microsoft Suite software. 
 
 
TBR does not discriminate on the basis of race, color, religion, ethnic or national origin, sex, disability, age, status as a covered 
veteran, or genetic information in its programs and activities. The following person has been designated to handle inquiries 
regarding the nondiscrimination policies: Jerry King, Vice President, jerry.king@tcatnashville.edu, 615-425-5530. 
 

EOE/AA/Title IX/Title VI/ADA Employer 
“A Tennessee Board of Regents Institution” 
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