Coastal Pines Technical College
JOB DESCRIPTION
Financial Aid Specialist 

JOB SUMMARY
The Financial Aid Specialist is responsible for performing professional and administrative duties associated with the delivery of student financial aid services.

RESPONSIBILITIES
1. Provides quality customer service;
2. Collects and reviews financial aid applications to determine completeness and eligibility;
3. Determines eligibility and awards financial aid applicants using various software packages;
4.  Processes applications and corrections, tracks documents, completes verification processes, generates tracking and award notifications;
5. Requests additional information for incomplete or inconsistent applications to perform accurate needs analysis;
6. Counsels and advises students and parents concerning financial aid and VA opportunities and application processes;
7. Monitors Satisfactory Academic Progress (SAP) status for students;
8. Assists in reviewing operations for compliance with applicable regulations and standards; 
9. Performs federal and state financial aid computer data file loads; 
10. Conducts internal reviews of financial aid files and awards for accuracy; 
11. Participates in college committees as assigned;
12. Prepares and analyzes operational reports and other data; 
13. Participates in required staff development activities;
14. Performs other duties as assigned.

COMPETENCIES
1. Knowledge of student financial aid processes and procedures 
2. Knowledge of college, state and federal student financial aid programs, regulations and guidelines
3. Skill in the operation of computers and job-related software programs
4. Knowledge of college policies, procedures, and administrative practices
5. Decision making and problem-solving skills
6. Skill in interpersonal relations and in dealing with the public. 
7. Excellent oral and written communication skills

MINIMUM QUALIFICATIONS 
Associate’s degree and three (3) years of related work experience.

PREFERRED QUALIFICATIONS
Undergraduate degree from an accredited college or university *and* two years of work-related experience.  

	Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Emily Harris HR@coastalpines.edu 912.287.4098; titleix@coastalpines.edu ADA/Section 504 Coordinator, ada@coastalpines.edu ;All Campuses, 1777 West Cherry Street, Jesup, Georgia.
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