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Financial Aid Counselor
Updated: 8/7/2013
FLSA:  Exempt



Dept or Office: Student Financial Aid Officer
Summary Description

Responsibilities & Duties

· Counsel students and parents on all aspects of financial aid while providing them assistance in completing the application process.
· Determine eligibility and make financial aid awards to students in accordance with Federal, State, and Institutional guidelines and procedures.

· Maintain general knowledge of scholarships, loan processes, and fund management.

· Revise financial award packages based on changes in enrollment status, professional judgment, as well as making sure corrections to a student’s status are noted.

· Evaluate verifications and submit corrections.

· Evaluate reports to resolve discrepancies. 

· Conduct workshops/presentations for students, parents, and high school administrators.

· Other duties as assigned.

Requirements – Education and experience
· Bachelor’s degree or higher in any field.
· One year full-time experience working in financial aid office of university finance/billing office.

· Extensive working knowledge of Microsoft Office applications.

· Excellent communication and problem solving skills are required.

· Must possess the interpersonal skills to interface with internal and external customers.

· Analytical skills with the ability to complete tasks under demanding time schedules required.


Preferred education and/or experience

· Experience with Banner Enterprise Resource Planning (ERP) system or similar client based server system preferred.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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