STERLING COLLEGE

Job Description
Assistant Director of Financial Aid
February 2014
Reports to: Director of Financial Aid
Description:
The person identified and selected for this full-time position should be a dedicated and dependable individual with strong communication and human-relationship skills.  She/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.  
· Strong interpersonal skills, demonstrating patience, creativity, problem solving, a sense of humor, and an eagerness to learn
· Dependability, flexibility, responsibility, and respectfulness
· Demonstrates promptness, personal initiative, and professional attitude
· The ability to learn and adapt quickly and efficiently
· Strong commitment to continuous professional growth in areas of responsibility
· Capacity to grasp and communicate to a broad range of constituencies
· Excellent people and communications abilities both oral and written
· Strong organizational and management skills
· Successful skills and abilities to analyze and problem solve under pressure
· Developed computer skills and proficiency in Microsoft Office (Word, Excel, PowerPoint, Outlook)
· Preferred experience in the use of databases (COD, NSLDS, EdExpress, EdConnect)
· Proficiency in Internet and other web-based data searches any synthesis
Responsibilities:
· Communicate with students, parents, and Sterling College personnel regarding financial aid processes and needs
· Perform packaging process for traditional and online students according to financial aid packaging criteria and federal guidelines
· Monitor Satisfactory Academic Progress (SAP) each payment period for traditional and online students according to federal guidelines
· Develop and monitor scholarship spreadsheets for discount reporting
· Conduct new student/family visits regarding financial aid eligibility and requirements
· Funds management
· Complete monthly reconciliations for all aid awarded to Sterling College students
· Oversee student workers
· Complete and track return to Title IV funds generated from students withdrawals according to federal regulations
· Provide data for statistical analysis
· Assist in reporting process when needed
· Participate in annual professional growth opportunities (KASFAA, RAMASFA, FSA) that allow Assistant Director to remain knowledgeable regarding all financial aid regulations and requirements
· Develop a network of peers to rely upon when needed
· Assist with all other financial aid processes required ensuring that Sterling College remains eligible to distribute Title IV funds

Education/Experience:
· [bookmark: _GoBack]Bachelor’s degree required

