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Veteran Center Models for Success 

  

I truly believe that every higher education institution should have a dedicated space for veterans, 

service members, and dependents on their campus.  

 

I would challenge each one of you to present a plan to your administration that works best for 

your campus. From what I have seen, administrators are realizing the financial impact as well as 

seeing the value these students bring to our institutions, most are interested in doing much more 

than processing education benefits. They are committing the resources to accommodate their 

special needs and providing programming and services for this special population. 

 

I have had the opportunity to brief the administration at several institutions that now have 

programs in place. I believe that every institution has the capability to set up a support program 

that will provide the needed resources for these students. 

 

If you’re thinking about starting a Veterans Center on your campus or simply enhancing the 

services you provide, I would like to suggest a few models that I have seen that seem to work 

well. These models may not fit your situation so feel free to modify as necessary to fit the needs 

of your institution and the students you serve.   

 

Model 1: This model currently exists at most institutions. It consists of 1 VA Certifying 

Official, some number of VA Student Workers, and a Student Organization.    

Model 2: This model has become more prevalent over the past few years. It consists of 1or 

more VA Certifying Officials, a Veterans Coordinator, some number of VA Student 

Workers, and a Student Organization.  

Model 3: This model is starting to take over for model 2 at a lot of institutions. It consists of 

a Program Director, a Veterans Coordinator, 1 or more VA Certifying Officials, some 

number of VA Student Workers and a Student Organization.  

Model 4: This model (or something similar) is few and far between, it is comprehensive and 

only a handful exists at this level. It has been taking hold across the nation for the past couple 

of years and seems to be gaining a lot of support at several larger schools with a large GI Bill 

population. The current model at The University of Alabama looks like this- It consists of a 

Program Director, 1 or more Assistant Directors, 1 or more VA Certifying Officials, 1 

VITAL Coordinator (VA Employee), 1 VSOC (Vet Success On Campus Coordinator), 1 

National Guard Representative, 1 Volunteer Representative from the DAV, some number of 

VA Student Workers, and 1 or more Student Organizations. 

TIPS TO GAIN SUPPORT 

Gaining support from some administrators is tough so I have a few tips that may assist you 

along the way. 

1. Start by building a community of supporters. 

a. Your existing students are one of the keys to success. Discuss your plans with 

them and if you do not have a student group on your campus, get one going as 
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soon as possible. If your institution is like mine, students have a lot of power and 

can get the initiative off the ground. 

b. Gather faculty and staff and gain their support. You already have the partners you 

work with each day in the financial aid office, the advisors, the student services, 

faculty members, etc.  

c. Gather support from community members like the DAV, American Legion, 

VFW, Chamber of Commerce, Rotary, National Guard and Reserve units, etc. 

2. Put together your financial impact statement for the administrators. This should consists 

of all GI Bill funding being paid to the institution, all Military Federal Tuition as well as 

the Alabama Dependent Scholarship and all peripheral moneys being paid directly to the 

students (Ch 30,  35, 1606, Post 9/11 Housing and Book money). The reason I include 

peripheral funds is that this will show the administration the funds they do not see 

through the IPEDS reporting system. These funds are used for books, paying for meal 

plans, housing, parking, VA Work Study, etc. so the money is still financially impacting 

the institution.   

 

3. Identify the model you would like to see on your campus, be realistic; you know what 

will probably fly and what will definitely not get approved. Be able to explain in great 

detail the purpose of having a center and be able to relay that to administrators and all 

campus and community supporters. I would suggest that you have an all-inclusive center 

where all veterans, service members, dependents and survivors are served along with the 

ability to assist campus faculty and staff veterans who need assistance. If you have to 

start out small then do so and start building the program year after year, sometimes it’s 

easier to make incremental changes and still get to the desired outcome. 
Some topics for discussion include: 

  

a. The ability to have a “One-Stop-Shop” for these students- no more running all 

over campus to get answers or get connected (first impressions are lasting 

impressions and affect retention) 
b. This will give the students a sense of camaraderie/community (personal 

connection to students just like them, a Home away from Home) 
c. This will help to ease the transition from military to college life by providing 

easier access to resources on campus and in the community 

d. This will create more VA Work-Study- opportunities for student employment to 

assist staff (free labor) 
e. This will enhance recruiting thereby adding additional Federal Funding to the 

institution 
f. This will increase retention and graduation rates for this population  
g. The program will enhance community support as well as donor support   
h. Military Parents leaving dependents on campus feel more at ease knowing the 

staff at the veteran’s center is available to their student 
i. Peers who have been on campus a while offer insight to entering veterans, service 

members, and dependents    
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If your institution is like mine, Recruiting, Retention, and Graduation are key topics. Also, 

never forget to mention Assessment. Most schools are deeply obsessed with statistics so I 

suggest that you start early assessing everything from the number of students using your 

services to the increase in funding, retention rates, graduation rates, etc. This has helped 

me to gain positions, operational funding, and additional space, so don’t take it lightly.   
 

As a result of seeing the financial impact as well as seeing the value these students bring to our 

institutions, most institutions are now interested in doing much more than processing education 

benefits. They are committing the resources to accommodate their special needs and providing 

programming and services for this special population. 

 

Of course we can all think of many things that can be added to the short list I have provided. 

After being asked a lot of questions and having a lot of visitors over the past year, I just wanted 

to take this opportunity to help anyone out there wanting to establish or enhance a center on their 

campus. I hope to see all schools with an established center in the future. The need is there and 

the value is apparent.  

 

Please take a look at our website for information on our programs and services and feel free to 

visit or call upon my office for assistance at any time.   
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Director of Veteran and Military Affairs  

Job Summary:   The Director, Veteran and Military Affairs provide leadership, direction, and 

administration of all aspects for the Office of Veteran and Military Affairs. 

Additional Department Summary: The Director is responsible for ensuring that appropriate 

staff are hired and adequately trained, specifically in administering Veterans Administration 

Education Benefits. The Director will identify and integrate best practices from peer institutions 

that will enhance services to the students served in this special population. The Director will 

provide direct supervision for staff members as well as functional supervision over outside 

agency partners operating within the VMA office. The Director will collaborate, cooperate, and 

communicate with university departments, the administration, and community partners to 

enhance the services provided to student veterans, service members, and dependents. The 

Director will ensure The University of Alabama is in compliance with all Federal Veterans 

Administration regulations. The Director will ensure that The University of Alabama is in 

compliance with the Department of Defense Memorandum of Understanding. The Director will 

ensure that the Presidents' Keys to Success are adhered to for students using GI Bill benefits. The 

Director will work directly with associated offices in an effort to mazimize retention of students 

in this special population. The Director is responsible for recruiting efforts on military 

installations throughout the South East. the Director is responsible for meeting budgetary 

requirements and ensuring adherence to all UA policies and guidance for the department. 

Required Minimum Qualifications:  A Bachelor’s degree and a minimum of five years of 

relevant work experience, OR a Master's degree and three years of experience. 

Skills and Knowledge: Excellent oral and written communication skills  

Knowledge of Veterans Administration, policies and practices. 

Knowledge of Department of Defense Memorandum of Understanding 

Knowledge of Presidential Orders pertaining to Veterans Education Benefits 

Knowledge of VA Compliance Standards  

   

Preferred Qualifications:   

Prefer skill in integrating veteran services within a collegiate setting. 

Knowledge of Student Financial Aid policies and procedures. 

Knowledge of Student Receivables policies and procedures. 

Knowledge of Programs and Service to ease the transition of service members to college. 

Knowledge of Degree requirements. 

Knowledge of Admissions policies and procedures. 

Duties:  

% of Time Essential Responsibilities 
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25%   Recruit, hire, develop, support, and guide staff. Work to enhance knowledge, 

skills, experiences, and attitudes of VMA staff. Develop staff that is highly motivated and 

capable of providing excellent programs and services to the students served. Oversee the staff 

and provide guidance and direction for all aspects of the VMA office. Ensure adherence to 

policies and procedures to include internal UA policies as well as Veterans Administration and 

Department of Defense Requirements. Plan, budget, and evaluate resources in order to maximize 

services to students and provide staff opportunities for professional development. Must obtain 

clearance and be authorized by the Veterans Administration on a yearly basis to become and 

remain an active SCO (School Certifying Official).  Serve as On-Call Dean for the Dean of 

Students office. Other duties as assigned by the Dean of Students. 

25%   Recruit veterans, service members, and dependents according to directives given 

by the President. Represent UA at all military installations throughout the South East by 

attending all Military Education Fairs. Represent UA across the state of Alabama and promote 

the Governors initiative to educate all "Citizen Soldiers"; this is done by briefing National Guard 

and Reserve soldiers and their families during Yellow Ribbon Events, Family Days, and working 

directly with Unit Commanders to brief their soldiers during Drill Weekends at their local unit.  

15%                  Provide Functional Supervision to outside agency partners who operate within 

the confines of the Office of Veteran and Military Affairs. Guide, direct, and support these 

representatives who work directly with UA students providing benefits and services on a daily 

basis through Memorandum of Understanding agreements between the agencies and The 

University of Alabama. 

 10%   Ensure that veterans and their families transitioning to the UA campus 

environment are receiving support to transition successfully. Disseminate critical information 

about veteran’s services in multiple format to enhance recruitment and retention. Represent UA 

to External Agencies to include the American Legion, the Disabled American Veterans, the 

Veterans of Foreign Wars, the Tuscaloosa VA Medical Center and the Tuscaloosa Chamber of 

Commerce Veterans Committee. 

10%    Develop relationships with external agencies and represent the University in 

matters relating to veterans. Ensure Veterans Administration compliance standards are adhered 

to in regards to GI Bill Certification and Debt Management procedures and policies which 

govern all federal monies coming to UA for tuition and fees. Ensure VA compliance standards 

and policies are adhered to in regards to all funds being distributed to GI Bill recipients attending 

UA. Ensure all student files are maintained by the certification officials and prepared for audit at 

all times by the Veterans Administration. Gain authorization from the Veterans Administration 

Regional Office for UA staff members to have access to the "VA ONCE" system as a 

Certification Official. 

10%  Coordinate matters which are common to student veterans and their families. Act 

as the liaison and advocate to meet the needs of veterans by working directly with State and 
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National Legislators on policies directly related to education and medical benefits for student 

veterans, service members, and dependents.  

5%   Create an Alabama consortium of colleges and universities that share an interest 

in military and veteran students to include research on best practices in higher education for 

these students. Develop collaborations between multiple academic and service campus units to 

ensure veterans' success.  
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Assistant Director of Veteran and Military Affairs for Benefits 

Job Summary: The Assistant Director, Veteran and Military Affairs for Benefits is responsible 

for all financial Benefit related programs, policies, and procedures for the Office of Veteran and 

Military Affairs. 

Required Minimum Qualifications:  A Bachelor's degree and a minimum of two years of 

relevant work experience, OR a Master's degree. 

Skills and Knowledge: Excellent oral and written communication skills and the ability to 

interact with complex systems software (federal veterans’ benefits) and complicated regulatory 

benefit processes. Knowledge of Planning and Implementation of Events for the University and 

Community. 

Preferred Qualifications: A Master's degree and experience working in a student oriented field 

with diverse college aged students is preferred.  

Knowledge of Veterans Administration Education Benefits at the State and Federal levels 

Knowledge of Higher Education Admissions processes 

Experience with Database Management, Banner modules, VA Once, and the Federal Debt 

Management System 

  

Duties:  

% of Time Essential Responsibilities 

30%  1. Responsible for managing the UA Debt Management System in 

correspondence with the VA Debt Management System to ensure VA debt management 

procedures are followed at the university level. 2. Monitor and maintain the VMA debt 

management system to ensure VA Treasury Offsets do not occur that will negatively affect UA 

accounts. 3. Stay in constant contact with the VA Debt Management Center to ensure weekly 

reports are accurate. 4. Maintain a log of all VA Treasury Offsets that contains critical 

information to include the Grant/College/Department that is affected, as well as the student and 

the responsible party for repayment. 5. Thoroughly investigate all Debt Letters to ensure 

accuracy and proper party responsibility. 6. Work directly with the UA Audit department to 

ensure appropriate tracking of offsets and repayments to the VA and the college. 7. Maintain a 

log for all payments that go through the Student Receivables office for repayment to the VA to 

ensure proper tracking of checks and EFT funds sent to the Debt Management Center. 8. Ensure 

debt issues are addressed within the VA set time limits when a Debt Letter is received. 9. Ensure 

refund checks or EFT's are credited to the proper account when returned to UA by working 

closely with the Student Receivables office and the UA Audit Department. 10. Ensure that 

student/UA debts are not established on students who die during the term. 11. Ensure that 

student/UA debts are not established on students who withdraw for Medical Reasons, Mitigating 

Circumstances, or Mobilization to Active Duty. 12. Initiate tracers with the Treasury Department 

for checks and EFT payments that have not been received within three business days. 13. When 

debt letters are established due to student overpayments, ensure the debt is valid, the student is 
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counseled on his/her options for repayment, and assist the student in initiating a waiver request to 

establish repayment timelines and amounts. 

20%   1.Conduct interviews with veterans, service members, dependents, and survivors 

to determine their needs. 2. Counsel students and parents concerning eligibility and benefits 

available under various programs at the local, state, regional, and federal level. 3. Coordinate 

with respective University of Alabama offices to maximize services and benefits being received 

by all GI Bill recipient students. 4. Monitor and report on students who have been mobilized and 

make sure university policies on military withdrawal are being enforced. 6. Prepare various 

reports as needed to determine number of veterans, service members, dependents, and survivors 

enrolled and/or receiving some type of VA benefits at the University of Alabama and report this 

data to the Associate Director for Assessment purposes. 8. Monitor academic degree progress of 

VA students through various resources and in consultation with academic advisors. 9. Counsel 

students who are in jeopardy of losing VA financial benefits due to not meeting academic 

performance standards. 

20%                 1. Responsible for providing guidance and training for the VMA Benefits 

Counselors. 2. Compile and review information from the VMA Benefits Counselors for reporting 

to the Veterans Administration in order to meet Federal Compliance Standards. Compile and 

report information to the Associate Director for UA Assessment measures annually. 3. Serve as 

the liaison between the University of Alabama and all service components dealing with Veterans 

Education Benefits. 4. Manage a system to monitor schedule changes, major changes, 

withdrawals, audits, and inapplicable courses and report these changes to the appropriate service 

component in a timely manner. 5. Correspond with the Student Receivables concerning Veterans 

Education Benefits received from service components and the Veterans Administration to ensure 

timely billing and payment of benefits. 6. Maintain access to all service component portals for 

correspondence and reporting purposes. 7. Maintain the reporting standards outlined in the 

Department of Defense Memorandum of Understanding for all service branches. 8. Provide 

reports to all service components on demand, if requested by the service component in a timely 

manner. 9. Work diligently and continuously to establish and maintain a working relationship 

with all service component education representatives. 10. Report all required information to the 

VA for compliance. 11. Must obtain clearance and be authorized by the Veterans Administration 

on a yearly basis to become and remain an active SCO (School Certifying Official). 

 10%  1. Responsible for keeping the office updated on the latest Federal Tuition 

Assistance (FTA) electronic methods of reporting and develops methods in order to improve 

workflow. 2. Serve The University of Alabama as an authoritative source on veteran's 

educational programs, policies, procedures, and regulations dealing with FTA. 3. Establish 

relationships with local, state, regional and federal agencies to make sure that VA benefits are 

provided more effectively and more efficiently to student veterans, service members, dependents, 

and survivors. 4. Attend all meeting and conferences as directed. 5. Serve as On-Call Dean for 

the Dean of Students Office. 6. Other duties as assigned.   
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10%   1. Serve as the liaison between the VMA office and the EMBA program. 2. 

Submit GI Bill certification requests on all students eligible who are in the Tuscaloosa EMBA 

program and the Huntsville EMBA program. 3. Request and maintain all EMBA program 

schedules in accordance with VA Compliance policies. 4. Work with the EMBA program on 

managing the overlapping terms dates for the multiple classes that are ongoing throughout the 

year to avoid Debt issues for UA and the students. 5. Counsel the Active Duty military students 

in the EMBA program to ensure they are meeting the guidelines for using the GI Bill and Federal 

Tuition Assistance simultaneously. 

10%   1. Serve as the liaison between the VMA office and the Study Abroad program. 

2. Ensure all students who request Study Abroad payments are eligible in accordance with VA 

guidelines. 4. Ensure the Study Abroad course is required for graduation under the program of 

study. 3. Submit GI Bill certification request to the VA for all Chapter 33 GI Bill students who 

are eligible for Study Abroad. 4. Work directly with the "Host" school in the foreign country to 

ensure their programs are approved by the Veterans Administration. 5. Counsel the student on 

VA requirements and payments for Study Abroad to ensure they understand what costs they will 

be responsible for and what the VA will pay. 6. Review Study Abroad courses to ensure 

compliance for UA Faculty Led Study Abroad programs. 
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Assistant Director of Veteran and Military Affairs for Office Operations 

Job Summary: The Assistant Director, Veteran and Military Affairs for Office Operations is 

responsible for assisting in the management of the day to day operations for the Office of 

Veteran and Military Affairs, and will act as the director in his or her absence. 

Required Minimum Qualifications:  A Bachelor's degree and a minimum of two years of 

relevant work experience, OR a Master's degree. 

Skills and Knowledge: Excellent oral and written communication skills and the ability to 

interact with complex systems software (federal veterans’ benefits) and complicated regulatory 

benefit processes. Knowledge of Planning and Implementation of Events for the University and 

Community. 

Preferred Qualifications: A Master's degree and experience working in a student oriented field 

with diverse college aged students is preferred.  

Knowledge of Veterans Administration Education Benefits 

Experience with database management 

Experience with Banner modules 

Experience with Marketing 

Duties:  

% of Time Essential Responsibilities 

30%  1. Provide management of the day to day operations of the Office of Veteran and 

Military Affairs as being the second departmental manager. 2. Initiate and oversee the 

development of all marketing materials for the office, market the VMA to all outside agencies. 

Develop and maintain the VMA website and all social media. 3. Responsible for the hiring and 

training of all VMA Ambassadors. 4. Responsible for the hiring and training of all VA Student 

Workers as well as the maintenance of Student Worker files to ensure payment from the 

Veterans Administration. 5. Serve as the liaison between the College of Continuing Studies and 

the VMA office. 6. Assist the Director in establishing and implementing short and long range 

organizational goals, objectives, strategic plans, policies, and operating procedures. 7. Assist the 

Director in effectively and efficiently managing all available resources. 8. Must obtain clearance 

and be authorized by the Veterans Administration on a yearly basis to become and remain an 

active SCO (School Certifying Official).  

30%  1. Develop programs and services to assist in the education and development of 

student veterans, service members, dependents, and survivors. 2. Develop and implement 

programs on campus and in the community to promote service learning among the student 

population. 3. Develop awareness programs to educate faculty and staff on the challenges faced 

by veterans. 4. Develop and maintain a comprehensive list of all UA veteran, service member, 

dependent, and survivor alumni. 5. Assist the Director in developing a comprehensive education 

and development center focused on the needs of this student population. 
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20%               1. Oversee all planning and coordination of all events for the VMA office. 2. 

Represent the office at functions across campus, in the community, and across the state and 

nation. 3. Participate in outreach activities aimed at recruiting veterans, service members, 

dependents, and survivors. 4. Be available to talk with prospective students about the University 

and the greater community. 5. Serve as the primary liaison between the VMA office and the 

Registrar's and Admissions Offices.  

 15%  1. Assist the Director in developing and implementing assessment plans for the 

VMA office. 2. Input and update assessment measures and outcomes in the "WEAVE ONLINE 

SYSTEM". 3. Compile and review Assessment Data for the departments within the Dean of 

Students office and ensure departments enter the information into the "WEAVE ONLINE 

SYSTEM". 4. Compile and review information for the departments within the Dean of Students 

office for the annual University Diversity Report. 5. Compile and review information for the 

departments within the Dean of Students office for the Student Affairs Annual Report. 6. 

Facilitate assessment training for the departments within the Dean of Students office. 7. Serve as 

the liaison between the VMA office and the Pat Tillman Foundation for reporting purposes. 8. 

Direct the implementation of a fully electronic certification system through the Office of 

Information technology.  

5%  1. Serve on committees as directed. 2. Serve as the liaison between the VMA 

office and the Campus Veterans Association. 3. Serve as on-call dean. 4. Additional duties as 

assigned. 
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Veteran and Military Affairs Specialist (SCO) 

Job Summary:    The Veteran and Military Affairs Specialist is responsible for providing 

assistance to parents and students regarding Veterans Administration Educational Benefits. 

Additional Department Summary: This position is responsible for providing parents and 

students with information regarding the many options available under the Veterans 

Administration Educational Benefits. Upon appropriate guidance, the position will provide 

timely, accurate, and complete certifications within the VA Once system. Students will be 

thoroughly advised as to the type of benefits they may receive, the terms of the benefits, the 

length of the benefits, and the consequences of not complying with all VA policies and 

procedures. The incumbent also interfaces with the staff in Student Receivables and Academic 

Records as well as with academic advisers across campus. Incumbent is expected to provide a 

high quality of consumer information and customer service to students and their parents. The 

VMA Specialist is directly responsible for accurate GI Bill certification. The VMA Specialist 

works independently and is required to make professional judgment calls per VA and UA policy 

guidance. 

Required Minimum Qualifications:   A bachelor’s degree and some experience; OR 

Associate's degree and two (2) years of experience; OR High School diploma or GED and four 

(4) years of experience 

Additional Department Required Minimum Qualifications: 

Must be able to travel to conferences to remain current and expand knowledge base. 

Evening/weekend work required during peak processing time.  

 

Must obtain clearance and be authorized by the Veterans Administration on a yearly basis to 

become and remain an active SCO (School Certifying Official).  

 

Valid U.S. driver's license. Must be at least 21 years of age and have an acceptable motor vehicle 

report as determined by the insurance carrier. 

 

Responsible for completing required training that is related to laws and regulations, that creates a 

more hospitable and respectful workplace; and safer work environment. 

Skills and Knowledge:  Demonstrated aptitude for counseling and explaining complex federal 

regulations. Proficiency in the usage of personal computer and standard applications software 

(word processing, spreadsheet and/or database management programs). Good organizational, 

communication and public relation skills are required. Must be able to multi-task, have excellent 

communication skills, explain complex regulations to various UA publics. Must be able to stay 

on task, focus, and be detailed oriented. Work independently and use professional judgment. 

Must be able to identify and seek out resources when additional knowledge is required for 

unusual situations (UA staff, VA state, VA regional). 
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Preferred Qualifications:  Ability to comprehend and interact with complex enterprise 

management systems - Banner (Student Receivables and Academic Records components) and 

VA Once (Federal VA benefits certification). Knowledge of veterans benefit programs. Ability 

to perform complex financial calculations. 

Duties:  

% of Time Essential Responsibilities 

50%   Must obtain clearance and be authorized by the Veterans Administration on a 

yearly basis to become and remain an active SCO (School Certifying Official).  Provide 

consumer information to students and parents on the Veterans educational options available. 

Provide guidance as to type of benefits they may receive, the terms of the benefits, the length of 

the benefits, and the consequences of not complying with all VA policies and procedures. 

Provide appropriate data into a direct on-line database system (VA Once) with the VA Regional 

Office for electronic submission of student academic and financial account information for GI 

Bill Certification for Chapters-1606,1607,35,30,31,and 33 at the Federal Level. Utilize VA Once 

to ensure students receive maximum GI Bill benefits. Monitor student accounts for withdrawals, 

grades, academic action and report information on an ongoing basis through the VA Once 

system. Responsible for assuring that the numerous documents used to certify for educational 

benefits are authenticated. Ensure that, once information is certified and transmitted to the VA 

Regional Office, student status information within the University's student information system 

and the VA Once database are in agreement. Report graduation, retention, and all VA 

compliance reports to the Assistant Director on an ongoing basis as required for VA Compliance. 

Responsible for verifying GI Bill payments received by the US Treasury to ensure accuracy prior 

to authorizing release of payment to the student account through the Student Receivables Office.   

25%  Audit student financial files to alleviate possible debt issues between the Veterans 

Administration and UA. Due to the ever-changing rules and regulations on the Federal and State 

level pertaining to GI Bill certification policies and procedures this requires semester audits that 

can often require numerous contacts, follow-up responses with VA officials, University officials 

and students to resolve problems, discrepancies, etc., necessary for certification and reporting. 

This position is responsible for identifying and resolving all problems unique to the veteran 

student population and/or dependents of veterans and serves as the primary contact for the 

general public, University personnel and officials at all levels with the Department of Veterans 

Affairs regarding veteran services issues. Incumbent must also maintain a paper file on each VA 

recipient in accordance with VA regulations as well as maintaining the documents into electronic 

(scanning) files.     

15%                   Audit student academic files and perform enrollment audits on a weekly basis 

to ensure compliance with VA requirements; monitor GPA for verification of eligibility status; 

monitor other financial aid awards to avoid overpayments in accordance with federal and 

institutional policies. Enter all student status changes in VA Once to meet the 30 Day reporting 

rule; this includes updating changes such as- Major changes, class add/drop changes, and class 

withdrawals. Identify courses for which no grade was given and make appropriate adjustments 



16 
 

based on VA and UA policies and guidance from the Assistant Director. Counsel students on 

how their academic progress and standing affects their GI Bill certification. 

 10%    Coordinate all logistical aspects of annual audits for the student files assigned. 

Ensure all student files contain required documents for compliance per the SCO handbook. 

Counsel students and parents concerning their eligibility and the benefits available to them 

through VA educational programs. Serve as the university contact person for the National Guard 

and Reserves concerning NOBE's, GI Bill Kicker Contracts, Tuition Assistance, and ANGEAP. 

Serve as On-Call Dean for the DOS office. Other duties as assigned 
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Office Associate II 

Job Summary:    The Office Associate for Veteran and Military Affairs performs general office, 

administrative and secretarial duties with some variety and complexity. Follows generally 

prescribed procedures using limited judgment. Typical duties may include receiving, screening 

and routing telephone calls, mail and visitors, arranging itineraries/agendas, setting up and 

maintaining files (database and/or hardcopy) typing a variety of material, preparing purchase 

requisitions, miscellaneous disbursement vouchers, departmental transfer authorizations, travel 

expense forms, compiling data and preparing reports, maintaining inventory and purchasing 

office supplies and materials, maintaining budget records, and acting as daily liaison to other 

offices. Position may supervise student workers or other clerical staff. 

Additional Department Summary: The incumbent is the sole clerical support staff in the 

department. She is responsible for all purchasing, office inventory, personnel actions forms, 

student hiring and scheduling, position descriptions/recruitments as well as responding to routine 

questions concerning veteran benefits. Position also provides high level support to the Director 

of Military & Veterans Affairs and other staff members, relieving other staff of a wide variety of 

administrative functions; arranges conferences, seminars, appointments, and maintains calendars 

for all staff.  

 

This position is the first point of contact for most callers and visitors into the office. This position 

is responsible for receiving phone calls from faculty, staff, students and family members about 

services provided by The Office of Veteran and Military Affairs. This person will assist the 

professional staff in the Veteran and Military Affairs Office. This person will serve as the office 

manager for the VMA office 

Required Minimum Qualifications:   High school diploma or GED and two years of general 

office experience OR an associate's degree or higher.  

Skills and Knowledge:   Communicate effectively in written correspondences and orally 

Knowledge and experience with software programs and database programs 

Ability to work in a fast pace office 

Ability to multitask   

Preferred Qualifications:   Bachelor's degree Must demonstrate excellent customer service and 

ability to multitask effectively. Knowledge of Banner and p-card system. 

  

Duties:  

% of Time Essential Responsibilities 

60%  Provides daily support for office operations. Must obtain clearance and be 

authorized by the Veterans Administration on a yearly basis to become and remain an active 

SCO (School Certifying Official).  Hires, trains, and schedules student staff to greet and direct 

visitors. The incumbent resolves routine administrative problems, answers inquiries, answers 
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phone, routes calls, provide general information, arrange meetings, schedule appointments, 

screen and sort mail, make, sort, and distribute photocopies, & maintain equipment and supplies. 

Perform duties which could be confidential in nature to include entering data, drafting, editing, 

and printing letters. Perform routine bookkeeping functions, establish, maintain, and update files, 

databases, records, and reports. Serve as the building representative for the VMA office. Submit 

all work orders, personnel action forms, and assist in event planning for the VMA office and 

sponsored student organization-(Campus Veterans Association, VMA Ambassadors, and Caring 

for Camo).     

25%  Verifies and accounts for sensitive items to include keys and a monthly inventory 

of office equip. Process P-Card purchases and post all expenses and purchases to the 

departmental budget spread sheet. Reconcile P-Card Statements for all staff members. Print, file, 

and verify all expense reports. Update and verify work orders and follow up as necessary. Take 

minutes at staff meetings. Order all marketing and event materials for the VMA office.   Makes 

all purchases for the department.  

10%                    Prepare documents, spread sheets, and accounts for budget, establish new files 

for upcoming fiscal year and process any department purchase orders. Maintain departmental 

budget including event specific budget for "Veterans Week, and Memorial Day". Process all 

requests for VMA Honor Walk pavers and arrange for installation of pavers. Provide oversight 

for the Veteran and Military Affairs Gift Fund. 

 5%     Process and post leave requests. Process paperwork for equipment purchases 

and disposal as needed. Make travel arrangements, process, file, and post all travel requests. 

Other duties as assigned. 
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All student Veterans, Active Duty Service members, and Dependents 

attending the University of Alabama can access the Department of 

Veterans Affairs through a full time VA Counselor. 

 

VetSuccess on Campus is a program though the Veterans Benefits 

Administration that places experienced Vocational Rehabilitation 

Counselor directly on campus to provide assistance & support to Veteran 

students and their eligible family members. This counselor will serve as a 

“one stop liaison” for Veterans on campus. UA is only one of two 

campuses in the state to have an on-campus counselor from the VA. 

 

VetSuccess on Campus Couselor can assist you with: 

 Providing services for Ch. 36 transitioning Service members & Veterans to receive personalized 
counseling to guide career paths, ensure the most effective use of VA benefits, and to help 
achieve their goals 

 Information on VA benefits such as life insurance, Home Loan Guaranty, Vocational 
Rehabilitation & Employment, Post 9/11 GI Bill benefits , and other education benefits (Ch. 30, 
32 & 35) 

 Guidance and support for VA educational 
benefits 

 Vocational exploration and assistance in selecting a suitable career 
 Electing healthcare benefits with Veterans Healthcare Administration (VHA) 
 Information and referrals to VA Medical Centers and local Vet Centers 
 Information on submitting a claim for disability compensation 
 Employment information and assistance 
 Locating community and other resources 

 

VetSuccess on Campus 
at 

 

The University of Alabama 
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HOW WE WORK 
 
 

The VITAL initiative is a Veterans Health Administration program 

hosted by the Tuscaloosa VA Medical Center that strives to provide 

quality health care services to the veteran and military community at 

The University of Alabama. VITAL’s mission is built on persistence to 

help veterans succeed in higher education! 

   

1.  Access to VA healthcare  services, including an on-campus licensed 

clinical  provider.  

2.  Efficient coordination through VHA, VBA, Vet Center, on  campus 

and community resources.  

3.  Education and training to adjust to academic demands, building 

new social supports, and developing educational goals.  
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We are dedicated to a single purpose: empowering veterans to lead 

high-quality lives with respect and dignity. We accomplish this by 

ensuring that veterans and their families can access the full range of 

benefits available to them; fighting for the interests of America’s 

injured heroes on Capitol Hill; and educating the public about the great 

sacrifices and needs of veterans transitioning back to civilian life. 

 

 Providing free, professional assistance to veterans and their families in obtaining 

benefits and services earned through military service and provided by the 

Department of Veterans Affairs (VA) and other agencies of government. 

 Providing outreach concerning its program services to the American people 

generally, and to disabled veterans and their families specifically. 

 Representing the interests of disabled veterans, their families, their widowed 

spouses and their orphans before Congress, the White House and the Judicial 

Branch, as well as state and local government. 

 Extending DAV’s mission of hope into the communities where these veterans 

and their families live through a network of state-level Departments and local 

Chapters. 

Providing a structure through which disabled veterans can express their 

compassion for their fellow veterans through a variety of volunteer programs. 
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Work Study Program 

 

What is the Work-Study Allowance Program?  

The Work-Study Allowance Program offers an additional non-taxable allowance to students in return 

for performing VA-related activities. It serves as a supplemental VA education benefit and often 
provides the additional funding that allows a student to pursue and accomplish educational goals.  

Work-Study students earn an hourly wage equal to the federal minimum wage, or the state minimum 
wage, whichever is greater.  

Who is eligible to participate in the Work-Study Allowance Program?  

To participate in the Work-Study Allowance Program, the student must be receiving benefits under 
one of the following education programs:  

 Title 38, U.S.C., Chapter 30: The Montgomery GI Bill  

 Title 38, U.S.C., Chapter 31: Vocational Rehabilitation  

 Title 38, U.S.C., Chapter 32: The Post-Vietnam Era Veterans’ Educational Assistance 

Program  

 Title 38, U.S.C., Chapter 33: The Post-9/11 GI Bill / Fry Scholarship  

 Title 38, U.S.C., Chapter 35: Dependents’ Educational Assistance Program  

 Title 10, U.S.C., Chapter 1606: The Montgomery GI Bill – Selected Reserve  

 Title 10, U.S.C., Chapter 1607: The Reserve Educational Assistance Program  
 

The student must be enrolled in and pursuing an approved college degree, vocational or 

professional program of education at a rate of ¾ time or greater. 

Work-Study sites include, but are not limited to VA Regional Offices, VA Medical Centers, 

Domiciliaries, Educational Institutions, National Cemeteries, State Cemeteries, other VA Facilities, 

non-VA Facilities, State Approving Agencies, and Vet Success Centers (as established under 20 U.S.C. 

1161t). 

What duties can a Work-Study student perform?  

Work-Study students must only be assigned tasks that require 100% performance of  

VA-related activities. Under no circumstances should a site supervisor allow students to do 
homework or study during their assigned Work-Study time.  

Work-Study students are assigned to a specific work site and cannot perform work at any other 

location. Assigning Work-Study students to other locations is cause for withdrawal of the work 

site.  

Educational Institutions: Any veterans-related position in an institution of higher learning, including 

Vet Success Centers (as established under 20 U.S.C. 1161t). The position description must clearly 

specify the nature of acceptable veteran-related activities to be performed. Acceptable activities 
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include, but are not limited to: assisting with dissemination of general information regarding 

veteran benefits and/or services, providing assistance to veteran students with general inquiries 

about veteran benefits via phone, email, or in person, maintaining and organizing veteran-related 

files. 

How does a potential work site get approval?   

Potential Site Supervisors must complete the “Department of Veterans Affairs Work-Study work site 

application/position description” form found in the Department of Veterans Affairs Work- Study 

Allowance Program handbook, and submit the form to the VA Work-Study Department via Email or 

fax for evaluation. Once the position description is approved, the Site Supervisor is notified and 

students can begin requesting placement at that site. If the position description is disapproved, a 
denial letter will be sent to the site. 

What are the responsibilities of a Work-Study Site Supervisor?  
 Read and understand the Work-Study Allowance Program Supervisor Handbook  

 Provide direct supervision to VA Work-Study students  

 Ensure the Work-Study student is trained to perform the duties as stated in the approved 

Position description  

 Ensure the Work-Study student does not begin working prior to the assigned start date as 

shown in the first paragraph of the contract and/or item 4A of the time record, or before the 

contract is approved by the Work-Study Department, whichever is later.  

 Maintain the Work-Study student’s time record  

 Initial the time record as new entries are recorded, confirming cumulative total hours worked 

in 15 minute increments (i.e. .25 for 15 minutes; .50 for 30 minutes and .75 for 45 minutes)  

 Ensure the Work-Study student does not work more than the maximum number of hours 

allowed on the contract as shown in the first paragraph of the contract and/or item 5 of the 

time record  

 Ensure the Work-Study student does not work past the end date of the contract as shown in 

the first paragraph of the contract and/or item 4B of the time record  

 Ensure all correspondence is printed in dark ink and legible  

 Email or fax time records to VA for payment  

 If the time record will be the last submission for the Work-Study student because the 

maximum number of hours has been worked, they worked on the last day of the contract, or 

student will not be returning for any other reason, write, “FINAL” on the time record  

 Maintain Work-Study files for 3 years following the last date worked  

 Report Work-Study student’s address change to VA immediately  

 Ensure their Work-Study Position Description is kept current and is renewed each year on the 

appropriate form.  

 

 

 

 

 



24 
 

                              

 

The University of Alabama Campus Veterans Association “CVA” is affiliated with the national 

student organization Student Veterans of America. The organization was created as an official 

student organization in 2010 before the Office of Veteran and Military Affairs opened; 

therefore, the students were not aware of opportunities for marketing with the Student 

Veterans of America.  

The purpose of CVA organization is to provide veterans, service members, dependents, 

survivors, and all other members of the University’s military community with the resources, 

support and advocacy needed to succeed at the University of Alabama as students, faculty, 

staff, and alumni.  

 

Additionally, CVA’s goal is to be a force of change at the University regarding veterans’ affairs. 

 

Membership in CVA is open to all registered students, faculty, staff, and alumni of The 

University of Alabama who are veterans of the United States Armed Forces and individuals with 

a strong relationship with the Armed Forces or veteran communities. CVA does not discriminate 

against any one for any reason, including race, color, age, religion, national origin, sexual 

orientation, gender identity, sex, marital status, disability, or military service. Member 

responsibilities include regular attendance at meetings and active support of organizational 

events.  

 

Officer Positions: 

 President 

 Vice President 

 Treasurer 

 Secretary 

 Advisor: Assistant Director of VMA Logistics  

 



Reception Center 
Duties: 

 Daily support for office operations 

 Verifies and accounts for sensitive items to include keys and a 

monthly inventory of office equipment 

 Hires, trains, and 

schedules student 

staff 

 Informs students 

and parents 

concerning their 

eligibility and the 

benefits available 

to them through 

VA educational programs 

 Resolves routine administrative problems, provides general 

information, and maintains equipment and supplies 

 Submits all work orders, personnel action forms, and assists in 

event planning for the VMA office and sponsored student 

organizations (Campus Veterans Association, VMA Ambassadors, 

and Caring for Camo) 

 Makes all purchases for the department 

 Prepares documents, spread sheets, and 

accounts for budget, establishes new files 

for upcoming fiscal year and processes any 

department purchase orders. 

  



We are dedicated to a single purpose: empowering veterans to 

lead high-quality lives with respect and dignity. We accomplish 

this by ensuring that veterans and their families can access the 

full range of benefits available to them; fighting for the interests 

of America’s injured heroes on Capitol Hill; and educating the 

public about the great sacrifices and needs of veterans 

transitioning back to civilian life.  

 Providing free, professional assistance to veterans and their families in 
obtaining benefits and services earned through military service and 
provided by the Department of Veterans Affairs (VA) and other agencies 
of government 

 Providing outreach concerning its program services to the American 
people generally, and to disabled veterans and their families specifically 

 Representing the interests of disabled veterans, their families, their 
widowed spouses and their orphans before Congress, the White House 
and the Judicial Branch, as well as state and local government 

 Extending DAV’s mission of hope into the 
communities where these veterans and their 
families live through a network of state-level 
Departments and local Chapters 

 Providing a structure through which disabled 
veterans can express their compassion for 
their fellow veterans through a variety of 
volunteer programs 



 VetSuccess on Campus  

Counselor can assist you with: 



HOW WE WORK  

The VITAL initiative is a Veterans 

Health Administration program 

hosted by the Tuscaloosa VA 

Medical Center that strives to 

provide quality health care 

services to the veteran and 

military community at The 

University of Alabama. VITAL’s 

mission is built on persistence to 

help veterans succeed in higher 

education! 

 

 

1. Access to VA healthcare 

 services, including an on-

 campus licensed clinical 

 provider 

2. Efficient coordination through 

 VHA, VBA, Vet Center, on 

 campus and community 

 resources 

3. Education and training to 

 adjust to academic demands, 

 building new social supports, 

 and developing educational 

goals.  

Will Suclupe, LICSW 

VITAL Coordinator 

vitaloutreach@ua.edu 



Certifying 

Officials 
Duties: 

 Certify VA educational 

benefits to the VA and 

calculates tuition and fee 

amounts to generate 

payment from the VA 

 Verify accuracy of VA 

payments 

 Counsels students on the 

use of their educational 

benefits 

 Coordinate all logistical aspects of annual audits for the student 

file assigned 

 Serve as the university contact personal for the National Guard 

and Reserves concerning NOBE’s GI Bill Kicker Contracts, Tuition 

Assistant, and ANGEAP 

 Audit student financial files to alleviate possible debt issues 

between the Veterans Administration and 

UA 

 Responsible for identifying and resolving all 

problems unique to the veteran student 

population and/or dependents of veterans 

regarding the student’s account 



Assistant Director 

of Benefits 
Duties: 

 Manages the debt management processes 

 Responsible for the overall VA certification processes and 

implementation 

 Liaison between Student Account Services and the Veteran & 

Military Affairs Office 

 Advocate for students in order 

to resolve VA related issues 

 Ensures and oversees VA 

compliance 

 Interprets legislation and 

assists internal compliance with 

new regulations and laws 

 Serve as the liaison between the VMA office and the Study 

Abroad program 

 Serve as the liaison between the VMA office and the EMBA 

program 

 Monitor academic degree progress of VA students through 

various resources and in consultation with 

academic advisor 

 Establishes and maintains a working 

relationship with all service component 

education representatives 

 



Assistant Director 

of Operations 
Duties: 

 Develop programs and 

services to assist in the 

education and development 

of student veterans, service 

members, dependents, and 

survivors 

 Develop and implement 

programs on campus and in 

the community to promote service 

learning among the student population 

 Serve as the liaison between the VMA 

office and the Pat Tillman Foundation 

for reporting purposes 

 Initiate and oversee the development of all marketing materials 

for the office to market the VMA to all outside agencies 

 Oversee all planning and 

coordination of all events for 

the VMA office 

 Represent the office at 

functions across campus, in 

the community, and across 

the state and nation 



Director of Veteran 

and Military Affairs 

Duties: 
Provide leadership, direction, and 

administration of the VMA office 

 Ensure that UA is in compliance with all 

state and federal laws governing the 

administration  of benefits 

 Collaborate, cooperate, and 

communicate with UA administrators, 

departments and community partners to 

develop and enhance services for veterans, service members, 

dependents, and survivors 

Advocate for veterans, service members, dependents, and 

survivors by working directly with State and National Legislators 

Recruit veterans, active service members, and their families to 

attend UA 

Represent UA at all VA and military 

related conferences 

Ensure retention and graduation 

goals are met for the department 

Ensure transition initiatives are in 

place to support student academic 

success 



Tuition Assistance 
As a Military Friendly and Yellow 
Ribbon school, The University of 
Alabama serves active military, 
reservists, veterans and military 
spouses in every branch of the 

military. Through Bama By 
Distance, you can earn your 

bachelor’s, master’s or doctoral 
degree while fulfilling life’s other 
responsibilities from wherever 

you are. 
 

Distance Learning* Student Tuition Rates (In state or Out of State)  
Undergraduate Rate: $355 per credit hour  
Graduate Rate: $375 per credit hour  
Graduate Application Waiver   
Application waiver - Veterans & active duty military should email a 
copy of the DD214 or orders to Margaret Mason. Her email 
address is mcmason1@ua.edu.  Once she has received the form 
then she will email the waiver code and instructions to the 
applicant.  The applicant will then be able to enter the code and 
submit the application without paying the fee.   
http://bamabydistance.ua.edu/tuition-financial-aid-scholarships/

tuition.php  
https://twitter.com/BamaByDistance   
http://bamabydistance.ua.edu/military-info/index.php  

mailto:mcmason1@ua.edu
http://bamabydistance.ua.edu/tuition-financial-aid-scholarships/tuition.php
http://bamabydistance.ua.edu/tuition-financial-aid-scholarships/tuition.php
https://twitter.com/BamaByDistance
http://bamabydistance.ua.edu/military-info/index.php


The Alabama National Guard is a valued partner to the Office of Veteran and 

Military Affairs at The University of Alabama. The National Guard wants its 

members to take advantage of the educational benefits they have earned and are 

very supportive when it comes to student academic success. The intent of this 

partnership is to increase retention and graduation rates for guard members thereby 

ensuring the success of our citizens who serve this state so proudly.   

SSG Musser is responsible for assisting National Guard members who are 

attending the university as well as assisting the VMA staff with questions and 

guidance dealing with National Guard benefits. SSG Musser ensures that 

ANGEAP recipients are in good standing with their units as he works with the 

National Guard command in Montgomery. He also assists in residency 

reclassification information for out-of-state National Guard members.  

SSG Musser also works with the university ROTC program as well as making 

himself available to assist university students interested in the National Guard. 

SSG Musser also takes part in the university orientation events across campus as 

well as other military related events on and off campus.    













Textbook for Troops is open to all military 

connected students, 

regardless of GI Bill® 

status. Textbooks can be 

checked out (free!) on 

the first day of every 

semester. 


