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Federal Work-Study Job Description—Financial Aid Student Assistant – Beaufort Mather Campus
The Federal Work-Study (FWS) Financial Aid Student Assistant provides administrative and customer service support to the Financial Aid Office while assisting students, families, and community members at the Welcome Desk in Building 8. This position offers students valuable professional experience in higher education, office administration, customer service, and financial aid operations while maintaining strict confidentiality of student information.
Job Duties:
· Welcome students, families, and visitors while providing friendly, professional customer service. 
· Assist students with appointment scheduling and check-in procedures. 
· Help students complete electronic financial aid forms and basic online processes. 
· Provide general information regarding financial aid processes, deadlines, and required documentation (without providing financial aid counseling or eligibility determinations). 
· Answer general questions in person, by phone, and through the shared financial aid email inbox. 
· Direct students to the appropriate Financial Aid staff member when specialized assistance is needed. 
· Scan, index, upload, and file documents using the College's electronic document imaging system. 
· Assist with organizing, filing, and maintaining student records in accordance with FERPA regulations. 
· Assist with processing incoming paperwork and preparing documents for review. 
· Perform data entry and assist with maintaining spreadsheets and reports. 
· Assist staff with routine administrative projects and office organization. 
· Make courtesy phone calls and send follow-up communications reminding students of missing documents, outstanding requirements, or important financial aid deadlines. 
· Assist students with FAFSA completion events and financial aid outreach activities under staff supervision. 
· Prepare informational packets, brochures, and other student resources. 
· Monitor office supply levels and assist with preparing materials for workshops, orientations, and outreach events. 
· Assist with front desk coverage during peak periods and special events. 
· Maintain confidentiality of all student records and sensitive information in compliance with FERPA and institutional policies. 
· Perform other office-related duties as assigned that support the daily operations of the Financial Aid Office.

Special Skills Required: 
· Excellent customer service and interpersonal communication skills.
· Professional demeanor with the ability to work effectively with diverse populations.
· Strong attention to detail and organizational skills.
· Good computer skills and ability to learn new software systems.
· Ability to read, understand, and follow written and verbal instructions.
· Ability to maintain confidentiality and handle sensitive information responsibly.
· Dependable, punctual, and able to work independently while also functioning as part of a team.
· Strong problem-solving skills and willingness to learn.
· Ability to prioritize tasks in a fast-paced office environment.

This Federal Work Study position will pay $15.00 per hour and is approved to work a maximum of 10 hours per week. 
If you are interested in applying for this position please complete the Federal Work Study Application.
Supervisor:	Alysha Kromm 
Email:		akromm@tcl.edu    
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