ADMINISTRATIVE / PROFESSIONAL

August 23, 2019
ASSISTANT DIRECTOR OF STUDENT FINANCIAL SERVICES

STUDENT FINANCIAL SERVICES

POSITION SUMMARY:

The Assistant Director of Student Financial Services reports to the Director and is primarily responsible for packaging student files for a specific segment of the alphabet for returning undergraduate students. 

CHARACTERISTIC DUTIES:

· Packages student aid awards for returning undergraduate students according to federal regulations and within university standards
· Counsels students as to need levels and award packages, advising them on all available sources of funding
· Maintains compliance with state and federal regulations as they pertain to student financial assistance
· Administers the Federal Work-study Program
· Is responsible for awarded Energy Management Scholarships, Tuition Reduction, and GATES Scholarships.
· Packages student athletic awards according to NCAA regulations, federal regulations, and within university standards
· Enforces a satisfactory academic progress program to maintain academic excellence within regulatory constraints
· Maintains activity with state, regional, and national financial aid professional organizations
· Works in conjunction with the Director to represent the University of Tulsa at public relations events that correlate with the need for financial aid presentations 
· Performs all other duties and responsibilities assigned by the Director of Student Financial Services
MINIMUM QUALIFICATIONS:

Bachelor’s degree; minimum two years of financial aid experience; thorough knowledge of federal and state regulations and knowledge concerning the financial aid industry; excellent customer service skills; and excellent organizational skills to work in a financial aid office.  Equivalent combination of education and/or experience may substitute for stated qualifications.

PREFERRED QUALIFICATIONS:
Bachelor’s degree and minimum two years financial aid experience
APPLICATION INFORMATION:
The University of Tulsa seeks to recruit and retain talented students, faculty and staff from diverse backgrounds.  The University of Tulsa is an affirmative action/equal opportunity employer and encourages qualified candidates across all group demographics to apply.  The University does not discriminate on the basis of personal status or group characteristic including, but not limited to race, color, religion, national or ethnic origin, age, sex, disability, veteran status, sexual orientation, gender identity or expression, genetic information, ancestry, or marital status.

Please submit a cover letter, résumé, and contact information for three references to:  The University of Tulsa, Office of Human Resources, 800 S. Tucker Drive, Tulsa, OK  74104 or email to tujobs@utulsa.edu.  The review of applications will commence immediately and will continue until the position is filled.

The University of Tulsa is an Equal Opportunity Employer Disabled/ Veteran.

