
 
 

 

POSITION TITLE: Financial Aid Assistant (Part-time) 

DEPARTMENT:  Financial Aid 

APPOINTING AUTHORITY:  Chief Fiscal and Administrative Officer 

SUPERVISOR:  Director of Financial Aid 

GRADE LEVEL: Support; Unit Level Class 5 

 

Normal Weekly Hours:   20   for   12   months per year.  Work hours between the hours of 7:30 

a.m., end time   6:00 p.m.  Hours will vary due to operational situations.  Coverage is needed in 

the Financial Aid area until 6:00 p.m. Monday – Thursday.  

 

GENERAL PURPOSE 

This position represents the face of the College to current and prospective students, and parents 

and establishes a connection for customers to the Financial Aid Office. Excellent interpersonal 

skills along with a customer service focus are an important part of the position as well as an 

understanding of the importance of confidentiality with respect to FERPA regulations and how 

they apply to the position. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

1. Responsible for understanding and complying with federal, state, and institutional 

regulations and policies. 

2. Advise walk-in clients by providing them with financial aid information and answering 

their questions, including helping students fill out the FAFSA, completing financial aid 

office forms, appeals, online MPN and loan counseling, etc.  

3. Answer telephones for the office and advise clients via telephone. 

4. Responsible for understanding of FERPA laws and the ability to explain them to students 

and their parents. 

5. Assist students with understanding their MyNSCC portal and online tracking/award letter 

process. 

6. Collection and data entry (into the Banner system) of all incoming forms (taxes, student 

data form, verification worksheets, etc.) and verifying that data on this form is complete. 

7. Respond to office emails (personal account and finaid account) multiple times daily. 

8. Assist with mailing and other student notifications. 

9. Assist with reconciling Financial Aid programs. 

10. Responsible for management of student files and filing of student files. 

11. Schedule appointments. 

12. Assist with any other processes and procedures as needed. 

 

 

 



 

DESIRED MINIMUM QUALIFICATIONS 

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

experience desired.  

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. 

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.  

The job description does not constitute an employment agreement between the employer and 

employee. 

 


