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POSITION TITLE:  Financial Aid Advisor 
  Northland Career Center 
 
F.L.S.A:  Non-Exempt 
 
QUALIFICATIONS:    High School graduate (or equivalent)  

Knowledge or school finance/bookkeeping 
procedures 

  Previous financial aid experience preferred 
Strong computer skills; competence in 
Micro-Soft Office 
Strong interpersonal and organizational 
skills 

  Professional communication skills 
Must be a self-starter; able to work 
independently 
Such alternatives to the above as the Board 
may find appropriate 
Desire to continue career improvement by 
enhancing skills and job performance 

 
REPORTS TO:  Director of Northland Career Center 
 
TERMS OF EMPLOYMENT:  11 months, 7.5 hours per day, with benefits 

according to Board policy. 
 
JOB GOAL:  To maintain financial records and provide for a smooth transition of 
financial resources for post-secondary students and the Career Center. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Serves as advisor to post-secondary students regarding financial aid from 

resources such as Pell Grants, Federal Supplemental Opportunity Educational 
Grants, Stafford Student Loans, Plus Parent Loans, Vocational Rehabilitation, 
Workforce Investment Act, Veterans Administration, and the Trade Readjustment 
Act. 

2. Collects tuition receipts on all post-secondary students. 
3. Maintains billing for all students enrolled privately, through funding agencies or 

through sending schools. 
4. Prepares reports of financial status for the Department of Elementary and 

Secondary Education, such as tuition guide, FV-1, FV-2, and FV-4’s. 
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5. Compiles and submits quarterly on-line reporting of the Integrated Post-
Secondary Education Data System (IPEDS). 

6. Responsible for yearly online reporting of the Campus Crime and Security Report. 
7. Responsible for the yearly reporting and submission of the district’s audit into EZ 

Audit. 
8. Oversees the financial reporting of the instruction, operation and activity accounts. 
9. Coordinates department budgets within the Career Center; responsible for all 

purchase orders. 
10. Provides accurate reports to the Career Center administration regarding all 

financial aspects. 
11. Prepares daily deposits. 
12. Maintains accurate records for audit purposes on all resources and expenditures 

related to the Career Center. 
13. Attends meetings, participates in committees. 
14. Performs secretarial tasks such as greeting visitors and answering phone in a 

respectful manner, and opening and sorting mail; responds to inquiries in a timely 
manner. 

15. Abides by Missouri statues, and school board and administrations’ policies and 
regulations. 

16. Ability to work to implement the vision and mission of the district. 
 

 
OTHER JOB FUNCTIONS: 
 
1. Exhibits dependability and punctuality in assigned duties; has consistent and 

regular attendance. 
2. Adheres to good safety practices. 
3. Takes all reasonable precautions to protect students, equipment, materials, and 

facilities. 
4. Maintains accurate, complete, and correct records as required by law and district 

policy. 
5. Has the ability to learn new systems and software. 
6. Attends out of town meetings and training sessions as requested. 
7. Demonstrates professionalism and appropriate judgment in behavior, speech, 

dress, and manner for the work setting.  
8. Demonstrates effective human relations and communication skills. 
9. Reads, analyzes and interprets professional journals, state data, state standards, 

Board policy, administrative procedures and forms, and governmental regulations 
and guidance. 

10. Maintains strict confidentiality. 
11. Supports district/school decisions in a positive manner with the public, other staff, 

etc. 
12. Performs all other duties as required or assigned. 
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PHYSICAL DEMANDS: 
 
An individual who holds this position must have the ability to transmit information in 
both verbal and written English, in an environment where numerous conversations 
and activities may be taking place simultaneously.  The employee is occasionally 
required to stand, reach, bend, lift and carry up to ten pounds.  The employee must 
have the ability to life 40 pounds occasionally.  Close vision ability to look at a 
computer screen for long periods of time is required. 
 
CONDITIONS AND ENVIRONMENT: 
 
The individual who holds this position will regularly work in a typical school 
environment that is active and noisy. 


