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                       Moore Norman Technology Center

                                  Employment Announcement
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Financial Aid Coordinator
6/8/07 – 6/15/07
JOB TITLE:  Financial Aid Coordinator
DEPARTMENT:  Information & Enrollment Center
Franklin Road Campus

JOB #:  06-48
SALARY:

$46,147 - $47,447
WORK PERIOD:
M-F, 7:30 a.m. – 4:30 p.m.
GENERAL JOB DESCRIPTION

Has responsibility for a fully functioning and successful financial aid program. Under general supervision, performs skilled level duties to administer the Title IV funding programs and state funds using applicable laws and regulations.  An incumbent in this position will utilize discretion, ingenuity and independent judgment due to the complexity of the job.  Since there may be several ways to solve a problem, an incumbent is free to choose the solution. The incumbent in this position must be able to effectively manage financial data on each individual applicant while assisting the student through the financial aid process, as well as keep the school within federal requirements for eligibility to participate on federal and state programs.
QUALIFICATIONS
Education:
Bachelor’s degree

Special Knowledge, Skill or Ability

· Must be knowledgeable in state and federal financial aid sources, guidelines and procedures

· Must be familiar with and have a working knowledge of computer software for financial aid administration including but not limited to EDEXPRESS, SARA, EDCONNECT32, FISAP, IFAP and NSLDS reporting
· Must be able to communicate effectively with persons of diverse backgrounds and abilities

· Be customer/student focused

· Effectively deliver constructive corrective counseling and discipline leading to the resolution of complaints or grievances

· Problem solving skills

· Multi-task oriented

· Excellent oral and written communication skills

· Satisfactory personal conduct and integrity

· Ability to work well with others

· Reliable, dependable, and punctual attendance
Experience:  Minimum of three years of financial aid counselor experience, including packaging, verification, awarding, R2T4 and reporting processes.  

Minimum qualifications are identified on the job description, available upon request through the Human Resources Department.
Applications will be accepted in the Human Resources Department, 4701 12th Avenue NW, Norman, OK 73069 from June 8, 2007 through June 15, 2007 at 3:30 PM.   For your convenience you may also apply on-line at www.mntechnology.com or fax your application to 405-217-8271.  Job Line: (405) 364-5763, ext. 7543 for all job opportunities
EQUAL OPPORTUNITY EMPLOYER
Moore Norman Technology Center is an Equal Opportunity Employer. Race, color, religion, age, sex/gender, disability, veteran status, place of national origin and other categories protected by law are not factors in employment, promotion, compensation or working conditions. Section 135, Oklahoma School Code prohibits a school from employing or re-employing anyone who has been convicted of a felony. If this would prohibit your employment, please do not complete this application.
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