
JOB DESCRIPTION 

JOB TITLE: P/T Financial Aid Counselor 

REPORTS TO: Director of Financial Aid 

STATUS: Part time, non-exempt 

LENGTH OF EMPLOYMENT: Temporary

JOB OVERVIEW: This position is responsible for counseling with and advising students and 

parents on the Financial Aid process. The Financial Aid Counselor will help students complete 

FAFSA, determine eligibility of Federal student aid applicants for individual programs, and make 

awards to students. The Counselor will also make adjustments to awards during the year. The 

Counselor is also responsible for assisting the Director with the preparation, submission and 

reconciliation of Federal and state funds allocated to CSC. Work is performed under the 

supervision of the Director of Financial Aid on the Warner and/or Muskogee campuses. 

DUTIES AND RESPONSIBILITIES: 

• Prepare, submit and reconcile Federal and state funds

• Oversee and maintain Federal Student Work Study and Direct Loan programs

• Counsel and advise students and prospective students and their parents who are

applying for Financial Aid

• Determine individual aid applicant's eligibility for various grants, loans, and work

programs

• Keep detailed records and documentation on individual student applicants assigned to

his/her supervision

• Keep abreast of changing regulations governing each aid program

• Participate in on-campus and off-campus workshops designated to acquaint students,

parents, and high school counselors with Financial Aid

• Assist with oversight of the Second Chance Pell Program

• Host financial literacy presentations for orientation classes

• Counsel students on financial literacy

• Travel between Warner and Muskogee as necessary

• Cross-training on multiple financial aid tasks

• Assists in all facets of the daily operations of the financial aid office, ensuring

compliance with the college, state, and federal laws, policies, and regulations

The omission of specific statements of duties does not exclude them from the position if the 

work is similar, related, or a logical assignment to the position. 




