
 

Financial Aid Counselor – Part - Time 
This position reports to the Director of Financial Aid.  Normal Weekly Hours:  20   for   12   

months per year.  Start time:  7:30/8:00 a.m., end time 4:00/4:30 p.m.  Hours will vary due to 

operational situations.  Coverage is needed in the financial aid office until 6:00 p.m. Monday – 

Thursday. 

 

GENERAL PURPOSE 

This position processes financial aid and counsels students on federal, state, donor and institution 

guidelines.  The position assists students from the point of financial aid applications to the point 

of account clearance. Understands and provides guidance to students on the rules and regulations 

and processing of financial aid in compliance with FERPA regulations along with federal, state 

and institutional policies and procedures. 

 

DESIRED MINIMUM QUALIFICATIONS 

Education and Experience:  Associate’s degree required in a related area. Previous office 

experience desired. Two (2) years financial aid experience preferred. Ellucian Banner experience 

is a plus. 

 

Necessary Knowledge, Skills, and Abilities:  The employee must be focused on exemplary 

customer service. The position also requires the ability to multi-task, be flexible, and adjust 

priorities.  Must have excellent computer skills as appropriate for the area as well as having the 

ability to update skills based on new computer technology. Must possess good “people relations 

skills”. 

 

A complete job description is attached. In accordance with the School Support Personnel 

Agreement, this position is in Class 6 of the Support Personnel Salary Schedule with step 

position dependent upon past experience and educational level. 

 

Candidates should submit an interest letter and updated resume in Word format to 

careers@northweststate.edu using subject line of “Financial Aid Counselor (PT)” by close of 

business on April 12, 2016. 

 
Office of Human Resources 

Northwest State Community College 

22600 State Route 34 
Arcbhold, OH 43502 

EOE   M/F/D/V 
 
Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, national origin, sex, sexual 

orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 

 

In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide reasonable accommodations to persons with 

disabilities.  When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the Human Resources office at the 

time he/she is contacted so that proper arrangements can be made for the interview. 

Posted:  03/29/16 – COB 04/12/2016 
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POSITION TITLE: Financial Aid Counselor (Part-time) 

DEPARTMENT:  Financial Aid 

APPOINTING AUTHORITY:  Chief Fiscal and Administrative Officer 

SUPERVISOR:  Director of Financial Aid 

GRADE LEVEL: Support Contract Level 6 

 

Normal Weekly Hours: 20   for   12   months per year.  Start time:  7:30/8:00 a.m., end time 

4:00/4:30 p.m.  Hours will vary due to operational situations.  Coverage is needed in the 

financial aid office until 6:00 p.m. Monday – Thursday. 

 

GENERAL PURPOSE 

This position processes financial aid and counsels students on federal, state, donor and institution 

guidelines.  The position assists students from the point of financial aid applications to the point 

of account clearance. Understands and provides guidance to students on the rules and regulations 

and processing of financial aid in compliance with FERPA regulations along with federal, state 

and institutional policies and procedures. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

1. Responsible for understanding and complying with federal and state laws and 

institutional regulations and policies. 

2. Counsels students with all aspects of the financial aid process; including but not limited 

to, financial aid eligibility, application procedures, types of financial aid programs, cost 

of attendance, money management and planning, awards and disbursements, and 

Satisfactory Academic Progress. 
3. Responsible for daily electronic processing of all student ISIR’s, verification, packaging of funds, 

disbursing aid to student AR account, and sending notification to students of changes associated 

with these processes.  

4. Responsible for daily processing of the Federal Direct Loans and the Federal Pell Grant.  This 

includes processing on student account, reporting to COD, and resolving any errors. 

5. Responsible for adjusting students financial aid based on any changes to the student’s 

account that may occur. 

6. Processes aid for students participating in short term certificate programs. This includes 

truck driving, IT specialist and other similar type programs. 

7. Processing and award maintenance of the Presidential and Honor’s Scholarship. 

8. Processes student employment through the federal work study program. 

9. Maintains student files and file room. 

10. Processing of consortium agreements. 

11. Monitors over-award report and adjusts funds to eliminate over awards. 



12. Answers questions including emails or other requests from students, parents and 

guardians regarding financial aid programs and eligibility in conformance with FERPA 

guidelines. 

13. Assist with the testing of the Banner system when upgrades and new programs are 

available for testing and implementation. 

14. Assist in coverage in the front office as needed. 

15. Other financial aid office process and procedures as assigned. 

 

DESIRED MINIMUM QUALIFICATIONS 

Education and Experience:  Associate’s degree required in a related area. Previous office 

experience desired. Two (2) years financial aid experience preferred. Ellucian Banner experience 

is a plus. 

Necessary Knowledge, Skills, and Abilities:  The employee must be focused on exemplary 

customer service. The position also requires the ability to multi-task, be flexible, and adjust 

priorities.  Must have excellent computer skills as appropriate for the area as well as having the 

ability to update skills based on new computer technology. Must possess good “people relations 

skills”. 

SUPERVISION RECEIVED 

This position reports directly to the Director of Financial Aid and must be responsive to the 

needs of other individuals in the department. 

SUPERVISION EXERCISED 

None 

RESPONSIBILITY FOR PUBLIC CONTACT 

This position will have nearly continual contact with the public. 

LICENSING AND REGULATION 

None required 

TOOLS AND EQUIPMENT USED 

Computers and general office equipment 

 



PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this job, the employee is frequently required to sit, talk, and hear. 

The employee is occasionally required to walk; use hands and fingers to feel, handle or operate 

objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to [30] pounds. Specific vision abilities 

required by this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

The work is performed primarily in an office setting. The noise level in the work environment is 

low. 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related or a logical assignment to the position.  

 


