
POSITION DESCRIPTION


OFFICIAL TITLE CODE:	Graduate Staff Assistant

POSITION NUMBER:	

APPOINTMENT STATUS:	Half-Time, (20 hours per week – average) – 12 months

ORGANIZATION AND LOCATION	Student Financial Services
	Lighty Student Services Building Room 380

WORKING TITLE:	Graduate Assistant Counselor

BASIC FUNCTION:	This position has the primary responsibility of providing excellent customer service in a high stress environment; answering emails and having face to face daily contact with students, parents, staff, and faculty; advising them on obtaining financial aid and scholarship information and payments according to university, state and federal financial aid rules.  This position will review and respond to customer questions and concerns received via emails in the same manner as face to face contact.  This position will also assist with Financial Aid processing projects as assigned.  Position duties and responsibilities will be performed in support of office vision, mission and values as well as institutional mission and goals.

REPORTS TO:	Student Financial Services Management staff

SUPERVISORY RESPONSIBILITIES:	None

DUTIES AND RESPONSIBILITIES:	The following duties and responsibilities are completed independently, after specific training and direction.

· Greet and assist students, parents, staff and faculty on a daily basis
· Schedule client (student/parent) appointments as needed/requested
· Answer general financial aid email questions
· [bookmark: _GoBack]Respond to questions/concerns about obtaining financial aid and scholarships – both information and payments according to university, state and federal financial aid rules and regulations
· Understand office staff  roles and  responsibilities. Use office calendaring software to maintain up-to-date weekly schedule information
· Work with permanent Student Financial Services staff on various financial aid and scholarship projects
· Assist with Financial Aid processing  
· Attend and/or participate in outreach activies such as campus presentations  or recruitment activities including ALIVE, DESTINATION, and  other programs and orientations
· Serve as an ambassador on behalf of WSU and the Student Financial Services department
· Engage in Student Financial Services key work teams
	

REQUIREMENTS:
· Bachelor’s degree
· Washington resident
· Eligible for work-study funds
· FAFSA (Free Application for Federal Student Aid) filed for the 2015-16 year
· Ability to work 20 hour per week on an average
· Provide semester schedules to supervisor
· Ability to work during holiday breaks, such as Winter (December and Spring breaks (March))
· Ability to work scheduled hours and arrive promptly
· Ability to learn new information quickly and be extremely flexible

PREFERRED QUALIFICATIONS:
	
· Professional financial aid experience (ie workstudy or temporary)
· Experience in a WSU student services setting
· PeopleSoft system background
· Bilingual

	
ESSENTIAL WORK COMPETENCIES
KNOWLEDGE, SKILLS & ABILITIES:
· Proficient in working with the entire Microsoft Office Suite
· Ability to follow through on instructions and ensure complete and accurate performance of duties while meeting specific deadlines
· Able to comprehend complex problems and reach reasonable conclusions when given assigned projects
· Excellent people skills when working directly with clients (emulate a caring and approachable personality)
· Ability to communicate effectively both orally and in writing 
· Good organization skills 
· Adept at multi-tasking
· Able to successfully work in a team or committee environment by exercising positive communication skills and having a willingness to collaborate with the group
· Able to apply effective interpersonal skills to interact with staff, students, and others in a diplomatic and positive manner
· Ability to work in a stressful environment
· Requires patience, diplomacy and confidentiality


WORK CONDITIONS/
PHYSICAL REQUIREMENTS:	Work Conditions
	Office work environment
	Extended sitting, talking and computer work is required
	Working environment will be in close working proximity to others 

	Physical Requirements
	Sitting at a computing workstation 
	Lifting boxes
	Ability to bend to file as needed	



SIGNATURE BLOCK:

The position description reflects Washington State University's best effort to describe the essential functions and qualifications of the position.  This document is not intended to exclude an opportunity for modifications consistent with providing reasonable accommodation.  This is not intended to be a contract.  Your signature indicates you have read this position description and understand the essential functions and qualifications of the position.

			
Employee	Date

			
First-Level Supervisor	Date

			
Second-Level Supervisor	Date

Revised: 2/12/15
