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Exempt

Position #100182 and 100183

ESSENTIAL FUNCTION

Professional representation of the Oklahoma Guaranteed Student Loan Program in the higher education student financial aid community.  Provides relevant, proactive and responsive technical and advisory guidance to support the administration of the Federal Family Education Loan Program (FFELP) at the institutional level.

RESPONSIBILITIES AND DUTIES

· Achieve and maintain relevant Federal Family Education Loan Program knowledge and expertise

· Provide quality technical and advisory assistance to program constituents via site visits, conferences, telephone contacts, professional conference presentations.   

· Analyze data to identify possible processing or system modifications to enhance the loan approval and delivery process

· Work proactively with service providers and originators to enhance or resolve guarantee process issues 

· Plan, develop and present loan product information customized to assist clients in the evaluation and selection of products best suited for their institutional and student needs

· Monitor FFELP industry issues.  Assist in analyzing new information and determining appropriate dissemination to constituents

· Perform other similar duties as assigned

QUALIFICATIONS

Bachelor’s degree and three (3) years of successful customer service experience or an equivalent combination of post-secondary education and work experience required. Successful candidate must possess interpersonal relations and problem-solving skills and ability to work in a team environment. Proficiency in word processing (Word preferred) and spreadsheets (Excel preferred) and Internet navigation required. Good writing and public speaking skills required.

Must be able to travel overnight (both in-state and out-of-state) and to attend some evening events. Use of personal vehicle is required for in-state travel.

Experience in a student financial aid environment and knowledge of electronic student loan file processing is preferred.

SUPERVISION

The employee performs work under the supervision of the Client Solutions Manager.

Interested candidates may submit a cover letter and resume to:

OSRHE, Human Resources, P.O. Box 108850, Oklahoma City, Oklahoma 73101-8850.

Fax #: (405) 225-9230

E-mail: hr@osrhe.edu
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