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Job Title: 		Assistant Director, Student Accounts & Campus Payment Services 
Job Number:			X-508 | VIP: 2090				
Band:			EXEMPT-7								
Department: 			Finance				
Supervisor Title: 	Director, Finance Operations & Client Services
Last Reviewed:			September 14, 2026

JOB PURPOSE:
The Assistant Director, Student Accounts & Campus Payment Services is responsible for the comprehensive management and service delivery of the University's student financial services.  The position has institution-wide responsibility for student accounts operations spanning the collection of all fees, administering student payment plans, managing collections services and handling complex student inquiries.  The position is also responsible for campus payment services supporting the campus e-commerce payment environment, administering the TrentU Card Program and managing related payment technologies and services.
They ensure the delivery of secure, accurate, efficient and student-centred financial services while balancing student needs with institutional financial requirements, policies, regulatory obligations and strategic priorities. The position oversees cash receipting of student accounts, payment plans, refunds, financial appeals, collections, bad debts and related financial processes, while ensuring effective financial controls, compliance and risk management.
The Assistant Director leads continuous improvement of business processes, systems and service delivery, working collaboratively across the University and with external vendors and partners. The position provides leadership to staff, expert advice on complex student financial matters, and strategic direction on payment systems, collections and student financial services, contributing as an integral member of the Financial Services leadership team.
Key Activities:
Strategic Leadership and Operations
· Provides strategic and operational leadership for student accounts and campus payment services, ensuring services align with University and Financial Services priorities. 
· Develops and implements operational plans, policies, procedures and service standards that support efficient, secure and student-centered financial services. 
· Leads the integration of student accounts, payment processing, collections and payment technologies to provide a seamless student financial experience. 
· Identifies opportunities for process improvement, service enhancement, revenue recovery and operational efficiency. 
· Provides expert advice to senior leadership on student financial services, payment operations, collections, financial risk and emerging trends. 
· Develops key performance indicators, metrics, and monitoring tools to evaluate service delivery, compliance, and operational effectiveness.
· Leverages data analytics to identify efficiencies, continuous improvement opportunities, and strategic recommendations.
Student Accounts, Payments and Collections
· Provides strategic and operational leadership for student account operations, including collection of tuition and ancillary fees, administration of student payment plans, processing refunds, and managing financial appeals. 
· Leads the University's payment environment, processing annual transactions, including e-commerce, debit/credit, ACH, international and other payment methods, as well as the TrentU Card Program.
· Oversees the assessment of outstanding student accounts, including the application of interest charges in accordance with University policies and waiver of interest charges within delegated authority.
· Directs collection strategies and practices related to outstanding accounts, bad debts, bankruptcies, consumer proposals, settlement offers and credit bureau reporting. 
· Manages relationships with external collection agencies and other financial service providers, including performance, service delivery and issue resolution. 
· Provides expert direction on complex and escalated student financial matters, including financial counselling and negotiation of appropriate payment arrangements within delegated authority. 
· Ensures the integrity, accuracy, security and timely processing of student financial transactions, including reconciliation and financial recording. 
Financial Management, Compliance and Risk
· Establishes and maintains appropriate financial controls, reconciliation, reporting and cash receipting processes for student accounts and payment services. 
· Oversees financial analysis and reporting related to student revenue, student receivables, collections and bad debts. 
· Ensures compliance with University policies, Ministry requirements, PCI, FIPPA, PIPEDA and other applicable legislation and regulatory requirements. 
· Identifies and mitigates financial, operational, technology, privacy and payment-security risks. 
Audit and Year-End Support
· Leads preparation of documentation and supporting schedules for interim and annual external audits related to student account activities.
· Supports audit requests and ensures timely completion of audit requirements.
· Prepares variance analyses, account reconciliations, operational narratives and supporting documentation as required.
· Ensures policies, procedures, and process narratives remain current and audit ready.
Systems, Technology and Projects
· Provides business leadership for systems supporting student accounts, payment processing, e-commerce and TrentU Card services. 
· Works with Financial Systems, Information Technology, external vendors and campus partners to implement, integrate and optimize technology solutions. 
· Leads system upgrades, testing, implementations and special projects related to student financial and payment services. 
· Leads the identification and resolution of systemic issues and implements process and technology improvements that enhance efficiency, accuracy, security and service delivery. 
Student Service, Communications and Partnerships
· Establishes and monitors service standards for student accounts and campus payment services, including response times and resolution of complex issues. 
· Leads communications and online information related to student accounts, payments, deadlines, payment plans and collections. 
· Builds effective relationships with students, departments, student governments, vendors and external partners to support a seamless student experience. 
· Represents the University on committees and external groups related to student financial services, payment systems, card services and student experience. 
· Conducts benchmarking and environmental scanning to identify emerging practices and opportunities for service enhancement. 
Leadership, Supervision and Development
· Provides strategic leadership and direction to direct reports. 
· Leads workforce planning, recruitment, performance management, workload allocation, training and professional development. 
· Coaches and mentors’ staff and provides direction on complex and escalated student financial and operational matters. 
· Promotes a collaborative, high-performing and student-centered workplace culture. 
· Ensures staff maintain appropriate technical proficiency and adhere to University policies, privacy requirements and service standards. 
· Serves as a member of the Financial Services Management team and contributes to the development and implementation of the strategic direction of Finance.  
Education Required:
· Honours University Degree (four year) in Finance, Business, Accounting, or a related field. Masters Degree preferred. 
· CPA Designation is considered an asset.
Experience/qualifications required:
· Seven (7) years of progressive experience in financial operations, payment services, e-commerce, or related business operations. 
· Five (5) years of leadership or supervisory experience, preferably within a post-secondary or broader public sector environment. 
· Demonstrated expert knowledge of student financial services, payment operations, collections and related financial systems, with a strong understanding of their interdependencies across the University
· Experience leading enterprise payment platforms, card systems, and technology-enabled service delivery. 
· Demonstrated experience leading projects, process improvements, and technology implementations
· Knowledge of financial controls, audit practices, and regulatory compliance requirements.
· Strong understanding of PCI-DSS, FIPPA, PIPEDA, accessibility standards, and related compliance frameworks. 
· Advanced proficiency with ERP systems, payment technologies, Microsoft Office applications, databases, and cloud-based platforms. 
· Highly developed analytical, organizational, problem-solving, and decision-making skills.
· Strong interpersonal, communication, and relationship building skills, with the ability to work effectively with diverse stakeholders
· Ability to manage multiple priorities in a complex and dynamic environment.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
Direct Responsibility for the Work of Others
· Student Account Advisors OPSEU
· TrentU Card Administrator EXEMPT
Indirect Responsibility
· Student employees supporting student accounts, campus payment services and TrentU Card operations 
Functional/Vendor Responsibility
· External payment and financial service providers
· Collections agencies
· Off-Campus TrentU Card and payment partners
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