
 

 
              

 
 

 
       

                        
   

                                   
   

                         
  

                                  
 

                                                                  
  

                                  
 

                  
 

 
 

 

Reports To: 
Director of Financial Aid 

Job Summary 

Under the general supervision of the Director of Financial Aid, performs tasks in administering 
financial aid packages. 

Essential Functions 

x  Facilitates in the delivery of financial aid to eligible students by evaluating eligibility  
variables and making awards and disbursements;  

x  Performs verification by monitoring eligibility status, making adjustments and  
corrections to reflect changes and applies policies to specific schedules and ensures  
compliance with applicable regulations and laws;  

x  Counsels students, parents and other clients interested in the financial aid process; 
x  Monitors satisfactory academic programs and enrollment status of scholarship and  

financial aid recipients;  
x  Carry out student loan default aversion initiatives; 
x  Originate and disburse Direct Loans with the Federal Government; 
x  Enters, retrieves and extracts data on EdExpress and the Student Information System  

(Ellucian Colleague);  
x  Refer work-study students to approved job slots and monitor work-study expenditures; 
x  Maintains confidentiality of student records in compliance with the Family Educational 
x  Rights and Privacy Act; 
x  Maintains confidentiality of information exposed to in the course of business regarding  

students, supervisors or other employees;  
x  Contributes to a safe educational and working environment by participating in all drills 

and training and being prepared to take action should a health or safety emergency occur; 
x  Requires the kind of teamwork, supervision, and personal interaction, that cannot be had 

in a home office situation; therefore, regular and predictable on-site attendance is a job 
requirement; 

x  Other duties as assigned. 
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