
Financial Aid Counselor 

Department: Financial Aid  

Reports To: Director of Financial Aid 

Date: August 4, 2015 

Summary: 

This position focuses on the core responsibilities associated with screening students for financial 

aid eligibility and providing comprehensive counseling services in the area of financial aid.  The 

Financial Aid Counselor will conduct student need analysis, perform federal verifications and 

packaging of student aid, certify federal loan eligibility, provide financial aid counseling, make 

professional judgment decisions regarding student aid eligibility and facilitate problem solving 

with students and parents. Incumbents in this job will interact with specific outside agencies to 

facilitate the student eligibility process and he/she is accountable for ensuring compliance with 

federal regulations. 

Duties and Responsibilities (Essential Functions): 

1. Conducts needs analysis in compliance with federal criteria to determine the relative 

eligibility of each financial aid applicant. 

 

2. Conducts verification of student and parent application data in compliance with federal 

criteria. 

 

3. Determines the types and amounts of financial aid to be awarded through the packaging 

process according to federal, state and institutional requirements. Monitors individual 

student awards. Resolves data conflicts and over awards. 

 

4. Works with Assistant Director of Financial Aid on individual student appeals concerning 

eligibility. Utilizes professional judgment to adjust a student's eligibility based on 

documented mitigating circumstances in accordance with federal statutes. May refer 

complex eligibility situations to the Director of Financial Aid. 

 

5. Provides financial aid counseling to students and parents regarding all aspects of the 

financial aid process. Makes necessary referrals to other student service offices. 

 

6. Provides support to students experiencing family, personal or economic crises which may 

impact school performance. Specific focus on working with special needs populations to 

identify unique needs and coordinate appropriate services. 



7. Monitors and evaluates satisfactory academic progress of students. Assists with adjudication 

of student appeals relating to academic progress. 

 

8. Interacts with appropriate outside entities in order to facilitate the student eligibility process. 

 

9. Participates in the development of institutional financial aid policies and procedures that 

will positively impact efficiency and quality of service provided. 

 

10. Maintains appropriate documentation via data entry systems. 

 

11. Participate in annual training and professional organizations to keep abreast of new 

information and program changes to be implemented. 

 

12. Performs other duties as assigned. 

 Qualifications: 

 Bachelor's degree.  

 Ability to organize, prioritize, provide direction and instruction, and to complete tasks. 

 Excellent oral, written and interpersonal communication skills. 

 Promote a professional appearance and attitude and engages in behaviors that create an 

inclusive environment in which all people are valued and supported. 

 Ability to work well with a diverse population and possess a skill-set to resolve difficult 

issues.  

  Preferred Qualifications: 

 Two years of Title IV financial aid experience.  

 Knowledge of Banner (Ellucian) student information system.  

Salary Range: 

 $28,000-$33,000 

Working Conditions: 

 Full time, M-F, 8:00 am- 4:30 pm, Office Setting 

Christian Brothers University 

CBU is a private, Catholic, comprehensive university committed to preparing students of all 

faiths and backgrounds to excel in their professional and public lives by providing challenging 

educational opportunities in the arts, business, engineering, the sciences, and teacher education. 



 

 

To Apply 

Qualified individuals should send cover letter, resume and salary history/requirements to 

hrjobs@cbu.edu or apply online now. Christian Brothers University offers equal employment 

opportunity to all applicants for employment, regardless of sex, age, race, color, religion, sexual 

orientation, national and ethnic origin or disability. Review of applicants will begin immediately 

and continue until the position is filled. 

Christian Brothers University offers equal employment opportunity to all applicants for 

employment, regardless of sex, age, race, color, religion, sexual orientation, national and ethnic 

origin or disability. 

mailto:hrjobs@cbu.edu
https://luna.cbu.edu/webforms/hr/apply/

