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Financial Aid Specialist                                                                             FA/4
Financial Aid
JOB SUMMARY

This position performs specialized duties in support of the university’s financial aid functions.
MAJOR DUTIES

· Provides support to students and parents in the financial aid process. (30%)
· Counsels and advises students and parents concerning financial aid opportunities and application processes.
· Assists students and parents in completing the FAFSA.

· Provides information and assistance on college financial aid policies and procedures.
· Processes financial aid. (30%)

· Reviews applications for accuracy and completeness.
· Resolves conflicting data on applications.
· Determines eligibility and awards financial aid applicants using various software packages.

· Use of systems includes, but is not limited to: Banner, CHECS, COD, ED Connect, NSLDS, and Campus Logic.
· Performs other financial aid duties. (30%)

· Assists with front-counter, departmental email, and phone coverage duties as needed.
· Remains informed of federal and state financial aid regulations.
· Monitors SAP status for students.
· Creates and updates office procedures for training purposes.
· Directs OSFA student workers.
· Performs other duties as assigned. (10%)
KNOWLEDGE AND SKILLS REQUIRED BY THE POSITION

· Knowledge of federal, state and institutional financial aid programs, policies and procedures.
· Knowledge of federal and state student aid online reporting systems.

· Knowledge of need analysis principles.

· Knowledge of modern office methods, procedures, and equipment.
· Skill in the operation of computers and job-related software programs.
· Skill in decision making and problem solving.
· Skill in interpersonal relations and in dealing with the public.
· Skill in oral and written communication.

SUPERVISORY CONTROLS

The Director of Financial Aid assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.
GUIDELINES

Guidelines include the FERPA regulations, Title IV regulations, Banner software user guidelines, and university policies and procedures. These guidelines are generally clear and specific, but may require some interpretation in application. 
COMPLEXITY/SCOPE OF WORK

· The work consists of related specialized duties. Strict regulations contribute to the complexity of the position.
· The purpose of this position is to provide specialized support for the university’s financial aid processes. Success in this position contributes to the efficiency and effectiveness of those processes.
CONTACTS

· Contacts are typically with co-workers, other university employees, students, parents, and members of the general public.
· Contacts are typically to provide service, to give or exchange information, or to resolve problems.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table.
· The work is typically performed in an office.
SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Bachelor’s degree required.
· More than two years of related experience required.











