

Job Description
Assistant Director of Financial Aid
Reports to: Director of Financial Aid

Description

The Assistant Director of Financial Aid oversees the daily operations of the Office of Financial Aid in regards to new and returning student processes. This position will work closely with the Director of Financial Aid to help develop and execute strategies to integrate a smooth financial aid process for all students. The Assistant Director of Financial Aid should be a dedicated and dependable individual with strong communication and human-relationship skills.  S/he will be expected to be proficient in all aspects of Financial Aid.

Qualifications:

A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Excellent communication and organizational skills necessary. 

· Detail oriented with ability to work accurately, as well as prioritize responsibilities.

· Ability to problem solve and think analytically, while working with a team to achieve goals.

· Demonstrated ability to make effective oral and written communications. 

· Proficient computer skills – including the ability to learn and apply skills to new software programs.

· Experience working with student financial aid processes preferred.

Responsibilities:

· Manage the communication process with students, parents and Sterling College personnel regarding financial aid processes and needs
· Supervise and train Enrollment Services counselors in all duties pertaining to the onboarding of students through the financial aid process.
· Manage and monitor financial aid processes such as packaging, Cost of Attendance, R2T4 process, Exit counseling process, SAP process, discount spreadsheets, institutional scholarships, enrollment reporting, reconciliation of aid and student credits.
· Monitor and conduct new student/family visits regarding financial aid eligibility and requirements
· Oversee student workers
· Oversee financial aid files are up to date and destroyed accordingly
· Assist and perform statistical analysis on financial aid processes
· Monitor and manage FTV/GE program requirements
· Assist in reporting process when needed
· Assist in strategic planning for the Financial Aid Office
· Participate in annual professional growth opportunities (KASFAA, RAMASFA, FSA) that allow Assistant Director to remain knowledgeable regarding all financial aid regulations and requirements.
· Financial Aid Awareness – Create and distribute financial aid awareness activities throughout the year. 
· All other duties assigned by the Director of Financial Aid.
Essential Job Functions:

· Must be able to push, pull, and lift a minimum of 25 pounds.

· Must be able walk up and down stairs.

· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks.

· Be able to use upper extremities to frequently press against something with steady force in order to thrust forward, downward or upward.

· Frequently bend body downward and forward by bending spine at the waist.

· Be able to stand and move about regularly.

· Be able to sit for long periods of time.

Education/Experience:

· Bachelor’s degree required.

· Experience preferred.

