Office of Scholarships and Financial Aid
Coordinator Fiscal Operations (Acct I1)

Job Summary:

Ensure all financial aid disbursements are processed efficiently, accurately, and in accordance with Title IV
requirements. Financial Aid disbursements occur each night and total more than $150 million annually. Included
within this realm is bi-weekly FWS payroll processing. This responsibility requires a thorough understanding of the
financial aid process, the Banner system, and Title IV eligibility requirements. Employee must have the ability to
make decisions independently regarding appropriate actions when errors or problems exist.

Assist in reconciling federal (app. $110 million), state (app. $8 million) and institutional (app. $2 million) programs
monthly and annually and process all reports associated with disbursement reporting. This responsibility requires
attention to detail and the ability to understand the flow of information from one entity to another and where
potential breakdowns may occur, whether they are within Banner or another entity. The ability to interpret
regulations/requirements independently is critical to ensure timely reporting and reconciliation.

Assist the Fiscal Operations unit leader in the daily administration of the unit, including fulfilling duties in his/her
absence.

Promotional Opportunities may be available through an established career development plan.

Employment is contingent upon successful completion of a pre-employment background investigation.

Qualifications:

Bachelor’s in Accounting, Business or related area.
Two years related experience.

Interaction with the public

Spreadsheet Software and Banner System
Accounting and Bookkeeping

Title IV and Scholarship Experience

Interpersonal Communication Skills

Financial Aptitude

Attention to Detail

Ability to Work in a Team Management Environment

Application Procedure:

Qualified applicants please apply online at http://hr.okstate.edu/employment-opportunities

Contact Human Resources Staff for assistance at (405) 744-2909, email osu-hr@okstate.edu.

Attach Resume, Cover Letter, and a List of Professional References with your completed Application.
Position open until filled.

As an equal opportunity and affirmative action employver, Oklahoma State University recognizes the power of a diverse community and
encourages applications from individuals with varied experiences, perspectives, and backgrounds. Oklahoma State University employs only
U.S. citizens and lawfully authorized non-U.S. Citizens. Oklahoma State University is an Affirmative Action/Equal Opportunity/E-verify
employer committed to diversity and all qualified applicants will receive consideration for employment and will not be discviminated against
based on age, race, color, religion, sex, sexual orientation, genetic information, gender identity, national origin, disability or protected veteran
status. For assistance with the application process or to request an accommodation to enable application, contact OSU Human Resowrces,
106 Whitehwrst, Stillwater, OK 74078 or call 405-744-7401. OSU is a VEVRAA Federal Contractor and desires priority referrals of protected
veterans for its openings. OSU will not discharge or in any other manner discriminate against employees or applicants because they have
inguired about, discussed, or disclosed their own pay or the pay of another employee or applicant. However, emplovees who have access to
the compensation information of other employees or applicants as a part of their essential job functions cannot disclose the pay of other
employees or applicants to individuals who do not otherwise have access to compensation information, unless the disclosure is (a) in response
to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, including an investigation conducted by
the employer, or (c) consistent with the contractor’s legal duty to furnish information.
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