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�x Demonstrated ability to establish and maintain effective working relationships with staff, faculty, vendors, 
students, &/or community members of diverse academic, socio-economic, cultural, & ethnic backgrounds. 

�x Excellent written and verbal communication skills 
�x Strong organizational and interpersonal skills 
�x Service oriented with strong interpersonal and communication skills and the ability to work effectively with a 

wide range of constituencies in a diverse community. 
�x Exercise confidentiality, good judgment and discernment. 
�x Knowledge of federal and state laws, regulations, and policies concerning the provision of financial aid to 

students.  
�x Knowledge of financial aid policies, procedures, and eligibility requirements.  
�x Knowledge of data management systems and processes.  
�x Must successfully pass a background investigation. 

 
 

SUPERVISORY RESPONSIBILITY 
 

�x This position has no supervisory responsibilities. 
 

 

EDUCATION AND EXPERIENCE 
 

�x Bachelor’s degree in related field required. 
�x One year experience in an educational institution preferred. 
�x Proficient in Microsoft Office Suite; Word, Excel and Outlook 

 
 

PHYSICAL DEMANDS 


