Office of Human Resources
100 College Park Office Building
Bowling Green, Ohio 43403-0201

(419) 372-8421

BOWLING GREEN STATE UNIVERSITY Fax: (419) 372-2920
E-mail: ohr@bgnet.bgsu.edu

Position VVacancy Announcement

SCHOLARSHIP & GRANTS COORDINATOR
Student Financial Aid

Pay Grade:  9/$15.96 Job Notice Number: L -61532

Posted: November 9, 2009 Posting Deadline: 1:00 p.m., Monday,
November 16, 2009

Work Schedule: Full-time position. Days/hours: 8:00 a.m. to 5:00 p.m., Monday thru
Friday. Full benefit package available.

Position Summary

Oversees the awarding and maintenance of scholarships and awards. Prepares, distributes and manages
grant-in-aid letters for student athletes. Assures compliance with NCAA regulations. Provides information
and counseling to current and prospective students and families on financial aid programs and processes.

Essential Duties, Tasks and Responsibilities

e Oversees the awarding and maintenance of scholarships and awards.

e Prepares, distributes and manages grant-in-aid letters for student athletes. Assures compliance with
NCAA regulations.

e Serves as primary contact for student athletes, coaches and athletic staff for matters regarding financial
assistance.

e Adjust student aid based on individual circumstances.

¢ Organize and coordinate scholarship and/or grant programs with federal, state, University, or Board of
Regents guidelines.

o Coordinates efforts to secure financial aid with other university offices.

e Reviews and approves applications for short term loans.

e Provides information and counseling to current and prospective students and families on financial aid
programs and processes. Maintains knowledge of federal, state and institutional regulations and
policies regarding a variety of financial aid programs.

This list of essential duties, tasks, and responsibilities is not all-inclusive; individual will perform other
related duties as assigned.

Major Worker Characteristics

Knowledge of government structure and process; office practices and procedures*; counseling. Ability to
communicate with students, parents, and financial aid personnel; understand system of financial
procedures; maintain accurate records. (*) Developed after employment.

Minimum Class Requirements

Three courses concerning student loan/scholarship procedures and guidelines (or three months experience);
one course in supervision (or one month experience); twenty hours training in counseling (or one week
experience); or equivalent.

Preferred Qualifications

Experience in Microsoft Excel to create spreadsheets for reporting purposes; ability to calculate fractions,
decimals, and percentages as well as bookkeeping skills and report writing experience. Ability to handle
sensitive inquiries and contacts; maintain confidentiality according to FERPA regulations; write routine



business letters reflecting standard procedures; be able to work independently and maintain high work
ethic. Ability to define problems, collects data, establish facts, and draw valid conclusions.

Selection Criteria

Employees: Interview with department; evaluation of experience, training, and education; supervisory
evaluation of past work experience. Public applicants: Pre-screening of employment application for
minimum state qualifications. Department will determine who will be interviewed through evaluation of
experience, training and education. Ohio law (OCR 2909.34) requires that if you are selected for an on-
campus interview for the position you will be required to complete a Declaration Regarding Material
Assistance/Nonassistance to a Terrorist Organization (DMA) form. Information on this form will be
provided to you by the hiring department and must be completed PRIOR to your interview. You will find a
link to the DMA form as well as additional information from the following web site:
http://www.homelandsecurity.ohio.gov/dma.asp or on the Office of Human Resources web site at:
http://www.bgsu.edu/offices/ohr/employment/

To Apply

A BGSU Employment application must be completed and turned into the Human Resource Office prior to
the deadline day and time. Additional information, including a resume’ and reference letters, can be
attached but can not be substituted for the employment application. Internal applicants must sign an
Employee Request to Transfer form and attach an updated resume or data sheet prior to the deadline day
and time. An employment application can be obtained at the Office of Human Resources or from the
following web site: http://www.bgsu.edu/downloads/execvp/file11149.pdf

Bowling Green State University is an Affirmative Action/Equal Opportunity Educator and Employer.

We are committed to a multicultural environment and strongly encourage applications from women,
minorities, veterans and persons with disabilities.

BGSU hires only individuals authorized to work in the United States

For information regarding BGSU’s crime statistics, please visit Public Safety’s website at
www.bgsu.edu/offices/safety



