
 
Vacancy Announcement 

Student Accounts Representative/ Refund Coordinator 
 

POSITION OVERVIEW: This position provides assistance to students and parents relating to 

student account transactions. In addition, this position is responsible for managing the student 

refund and third party billing process. 

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

 Work closely with all Departments to obtain proper approvals for each refund being 

ordered. Research and audit refund amount being requested and reject any refund 

requests not in compliance with current school’s policy and procedures. Ensure forms are 

filled out properly and descriptions identify correctly the explanation for the refund.  

 Full control and knowledge of current refund policies and regulations. Comprehends 

refund calculations within the University and federal guidelines. Ability to comprehend 

current program’s hours, award years and period breakdowns as identified by the 

Financial Aid Department. 

 Organize and retains files up-to-date at all times. Maintains backup copies of issued 

checks reports. 

 Generate reports on a weekly and monthly basis from the Diamond D system to identify 

any student that cancels or drops in order to start the drop process 

 Works closely with Financial Aid Department and the Accounts Payable Department to 

obtain proper forms for refunds to process 

 On a weekly basis, prepares and submits refund journals and refund check requests to be 

processed by Accounts Payable Coordinator 

 Process 3
rd

 party vendor invoices for student payment and ensure  paid invoices are 

correctly filed 

 Process payment plans and book vouchers 

 Perform  other work assignments as needed 

 Perform office clerical functions such as: make copies as needed, scan copies to be 

mailed electronically or save digitally and use certified postal mail to send checks or 

documents to students or agencies 

 Accounting skills needed ensure student’s account balances are properly adjusted when 

applicable  

 Perform  other work assignments as needed 

 

EDUCATION AND EXPERIENCE REQUIREMENTS:  

 

 Associates Degree in Accounting or related field. Bachelor’s degree preferred. 

 1-3 years of service, billing, account related experience.  

 Self-motivated team player that will require minimal supervision. 

 Analytical skills with in depth knowledge of information systems and technical expertise 

with Microsoft Office (Word, Excel, Publisher), and Internet end-user applications. 

 



KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

1. Good verbal, written, communication, organizational, interpersonal, and problem 

solving skills  

2. Must be customer service oriented 

3. Must be self-motivated  

4. Must be able to meet deadlines  

5. Must have the ability to operate a computer and Microsoft Office 

6. Must possess excellent telephone skills 

7. Must be able to meet the company’s attendance and punctuality standards  

8. Ability to maintain professionalism and positive demeanor under pressure  

9. Willingness to work flexible and extended hours when needed  

10. Strong problem-solving abilities and strong attention to detail  

 

Salary: Commensurate with experience. 

 

Applications Deadline:  
 

Review of candidate materials will begin immediately and continue until the position is filled.  

Applications should include a resume with three references and a cover letter and should be 

emailed to Resumes@vuu.edu.  Please call (804) 257-5841 with any questions. 

 

The selected applicant may be required to submit to a background investigation. VUU is an 

Equal Opportunity Employer. We consider qualified applicants without regard to race, color, 

religion, sex, national origin, sexual orientation, disability, gender identity, protected veteran 

status, or other protected class. 
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