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	Job Description



	Job Title:
	Financial Aid Advisor
	Location:
	Lee Hall

	Department:
	Financial Aid
	Reports To: 
	Director of Financial Aid

	Division: 
	Enrollment Services
	Pay Grade: 
	P4

	FLSA Status: 
	Exempt
	
	


SUMMARY

The Financial Aid Advisor administers financial aid, grants, scholarships, and student employment programs, ensuring compliance with federal, state, and institutional guidelines. Key responsibilities include analyzing financial data to determine eligibility, counseling students and parents, managing electronic processing of federal aid programs, and contributing to policy development.

Essential Duties and Responsibilities

This list includes, but is not limited to the following:

· Administers financial aid, grants, scholarships and student employment programs that support student recruitment and retention.

· Collects, analyzes and monitors student financial data to determine aid eligibility and make awards within federal, state and institutional guidelines.
· Works closely with a wide range of stakeholders, including federal and state agencies, lenders, guarantee agencies, loan servicers, employers, vendors, social service agencies, high schools, and other post-secondary institutions.
· Counsels and advises students/parents about financial aid eligibility, application procedures, aid programs, costs, indebtedness, money management and financial planning; individualizes information to the particular needs and situation of the student.
· Utilizes professional judgment to adjust a student’s eligibility based on documented mitigating circumstances in accordance with federal regulations.
· Works in conjunction with colleagues to review Satisfactory Academic Process appeals and applies professional judgment regarding the determination of said appeals. 

· Uses discretion to respond to questions that may require researching and consolidating data regarding federal financial aid.

· Participates in the development of institutional financial aid policies and procedures that will positively impact efficiency and quality of services provided.

· Manages electronic processing, originating, transmitting and reconciliation of the Federal Pell Grant and Direct Loan programs.

· Develops, maintains and distributes financial aid consumer information materials and publications as required by the Department of Education.

· Develops and executes a student communication management plan.
· Collaborates with other departments to promote, support, and achieve long-range student recruitment and retention goals.
· Develops and presents effective outreach and recruitment programs for available financial aid programs and services. 
· Provides exemplary customer service to internal and external constituents.
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, students, and the community.
Marginal Duties 

· Serves on college committees, as requested.
· Performs other duties, as assigned.
REQUIRED MINIMUM QUALIFICATIONS 

The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 
Education and Experience



Bachelor’s degree from an accredited college or university and two years full-time equivalent experience in financial aid, a related field in student services, student finance, or banking; or an equivalent combination of education and experience.

Preferred Additional Qualifications 
Experience working in a college financial aid office setting.
Knowledge of Ellucian Colleague financial aid module.
Experience with federal aid software.
Knowledge of federal and state financial aid programs and regulations.

Knowledge, Skills and Abilities 
· Ability to quickly understand policies, follow procedures and work well in a fast-paced environment.
· Strong analytical and problem-solving skills.
· Familiarity with financial documents and a high competency of computer skills including data entry and report creation/production. 
· Ability to learn new programs, systems and online services.

· Ability to interpret/apply financial aid regulations or the ability to learn.

· Proficient with Microsoft Office suite, Outlook, Word and Excel.
· Must possess a high level of discretion and confidentiality

· Must demonstrate a high level of customer service and strong cross-cultural and interpersonal skills.

· Excellent communication skills, both oral and written.
· Ability to develop, plan and implement short- and long-range goals.

· Ability to work evening and weekend hours, as necessary.
· Ability to read and interpret documents such as operating instructions and procedure manuals.

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office setting.  This job involves regular sitting, standing, walking, typing, moving, lifting objects up to 10 pounds and exposure to office lighting.  A wide variety of standard office equipment is continually used, including phone, fax, copier, printer and computer. Occasional regional travel is required.
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