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	Job Title:
	Supervisor, Financial Aid 	Department:
	Financial Aid
	Reports To:
	Director, Financial Aid 	Time Type:
	Full-Time
	Grade/Level:
	Grade/Level	Hours per Week Weeks per Year:
	40 Hours/52 Weeks

	FLSA Status:
	Exempt - Salaried	Supervisor of Direct Reports:
	Specialist, Financial Aid (1)
	Job Summary


	The Supervisor of Financial Aid provides operational leadership for the daily administration of financial aid programs across the district.  Working under the direction of the Director of Financial Aid, this position ensures timely and compliant execution of all financial aid processes and supports the continuous improvement of systems and workflows. 

The Supervisor manages staff performance, oversees operational procedures, and coordinates communication and outreach efforts to enhance the student experience. By aligning daily operations with established policies and institutional priorities, this position ensures consistent, accurate, and student-centered delivery of financial aid services.


	Essential Functions and Responsibilities

	The following duties are primarily performed and are essential for this position. Employees are expected to be able to perform each of these job duties satisfactorily and successfully with or without reasonable accommodation. 

Operational Leadership and Process Management

Oversee the day-to-day administration of financial aid processes, ensuring compliance with federal, state, and institutional regulations.
Partner with the Director to interpret and implement new regulatory requirements, system updates, and procedural changes.
Manage the annual setup and testing of financial aid systems, ensuring timely updates and effective communication to staff.
Monitor key operational functions such as verification, cost of attendance updates, professional judgments, and satisfactory academic progress.

Staff Supervision and Coordination

Supervise and evaluate assigned financial aid staff, providing direction, coaching, and support for performance and professional development.
Collaborate with the Director to ensure staffing, training, and workflow needs align with departmental goals.
Provide leadership in resolving complex student cases and escalated concerns, ensuring consistency and compliance in decision-making.
Work collaboratively across Student Services and Enrollment teams to maintain accurate, timely information and ensure seamless service to students.


Communication, Collaboration, and Outreach

Coordinate financial aid outreach activities, events, and workshops in partnership with K12 partners, regional campuses, and community organizations.
Serve as a liaison to institutional partners, including the Registrar, Student Finance, Advising, and Admissions, to support integrated student service delivery.
Promote financial literacy, awareness of aid opportunities, and compliance with disclosure requirements across digital and in-person platforms.
Collaborate with partner institutions to support co-located programs and ensure consistent aid processes for shared students.

Operational Compliance and Data Integrity

Maintain high standards of data accuracy and documentation across all financial aid records and reporting systems.
Assist with preparation for internal and external audits, ensuring all records and reports meet compliance standards.
Support the Director in developing and implementing process improvements that enhance accuracy, efficiency, and the student experience.
Ensure continuity of operations during Director absences or as delegated, maintaining consistent compliance and workflow management.

Leadership and Supervision

Supervise and evaluate financial aid staff, providing coaching, performance management, and opportunities for professional growth.
Provide input during the hiring process, oversee training, conduct performance evaluations, and support professional development.
Assign work and projects, ensuring alignment with institutional goals and priorities.
Support employee engagement, professional growth, and collaboration within the team.
Ensure compliance with College policies, procedures, and security protocols.



	Minimum Qualifications Required

	Education:
	Bachelor's Degree
	Bachelor’s degree in Business Administration, Educational Administration or related field required. 

	Experience:
	2 Years
	Additional Experience Information:

Minimum Qualifications Required

Bachelor’s degree in Business Administration, Finance, Educational Administration, or a related field.
Minimum of two years of experience in financial aid administration with demonstrated regulatory knowledge.
At least one year of supervisory or lead experience in a student services or financial aid setting.
Strong analytical and technical skills, including proficiency with financial aid or student information systems (Workday preferred).
Excellent interpersonal and communication skills with the ability to balance accuracy, efficiency, and student support in a fast-paced environment.


	Knowledge, Skills and Abilities

	In order to perform the functions and responsibilities of the position (listed above) the following knowledge, skills, and abilities, including language skills, reasoning and mathematical abilities are essential. 

	Language Skills:
	Ability to read, write and comprehend simple instructions, emails and memos; discuss information one-on-one and in small groups.
	Math Skills:
	Ability to perform and work complex calculations, make comparisons, interpret and provide logical explanations to others.
	Reasoning Ability:
	Ability to critically think and solve problems involving a variety of concrete variables with limited standardization; interpret written, oral and diagrammed instructions.
	Technical Skills:
	Ability to perform complex operations in a variety of job-specific systems, understand functionality to apply advanced functions, manage/customize and create calculations with data. 
	Customer Service Skills:
	Ability to actively listen, discern key information, and respond professionally; ask follow up or clarifying questions to diffuse escalated situations and offer appropriate problem resolution when necessary.
	Other Requirements

	Qualified applicants must have demonstrated public relations, customer service and interpersonal skills as well as demonstrated skills in oral and written communications and in utilizing current technology. The successful candidate must demonstrate a dedication to the needs of students as they relate to financing their education, so as to properly channel resources to maximize their potential with in the Northcentral Technical College District. Experience working with Workday or other integrated financial aid/student information systems preferred. 
	Physical Requirements
	Place an “X” in the appropriate cells
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	N/A
0%
	Low
1%-33%
	Medium
34%-65%
	High
66%-100%

	Carrying/Lifting 10-25 lbs
	☐	☒	☐	☐
	Carrying/Lifting 25-50 lbs
	☒	☐	☐	☐
	Carrying/Lifting >50 lbs
	☒	☐	☐	☐
	Sitting
	☐	☐	☐	☒
	Standing/Walking/Climbing
	☐	☒	☐	☐
	Squatting/Crouching/Kneeling/Bending
	☐	☒	☐	☐
	Repetitive Hand/Foot Movement
	☐	☐	☐	☒
	Pushing/Pulling/Reaching Above Shoulder
	☐	☒	☐	☐
	Work Environment
	Place an “X” in the appropriate cells

	
	N/A
0%
	Low
1%-33%
	Medium
34%-65%
	High
66%-100%

	Indoor/Office Work Environment
	☐	☐	☐	☒
	Outdoor Weather Conditions
	☐	☒	☐	☐
	Irritated or Agitated Individuals
	☐	☒	☐	☐
	Hostile or Violent Individuals
	☒	☐	☐	☐
	Hazardous Fumes/Odors/Toxic Chemicals
	☒	☐	☐	☐
	Confined Spaces (as identified by OSHA)
	☒	☐	☐	☐
	Work-Related Travel
	☐	☒	☐	☐
	Smell Requirement
	☒	☐	☐	☐
	Specific Vision
	☐	☐	☐	☒
	Hearing
	☐	☐	☐	☒
	Taste
	☒	☐	☐	☐
	EOE/ADA Statement

	NTC is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, NTC will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer. Nothing in this job description limits management’s right to assign or reassign duties and responsibilities to this job at any time. The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. The job description does not constitute an employment agreement or affect the at-will nature of the employment arrangement between the employee and company and is subject to change by the employer as the needs of the employer and requirements of the job change.




Name:   Jeff Cichon 

Title:  Director, Financial Aid  

Date:  November 7, 2025


Job Description Template Version: 8/28/24
image2.png
Northcentral
/ TECHNICAL COLLEGE




image1.png
@Northcenﬂal

TECHNICAL COLLEGE




