
 

 

MOTLOW State community college 

is accepting applications for the following position:  
 

Financial Aid Technician 

 
Position number:    #122 

Location:     Moore County Campus 

Application deadline:    January 5, 2015 
 

Educational/Experience/Skills Requirements:  

An Associate’s degree or its equivalent from an accredited college or university in a related field 

is preferred.  High school diploma or equivalent required.  Two years of employment in a higher 

education setting or related field: preferably in the financial aid office.  Excellent interpersonal 

and communication skills, intermediate to advanced knowledge in microcomputer applications 

and Microsoft Office are required.  Must be able to work some evening and weekend hours and 

be available to travel to off-site locations as needed.  Experience using a financial aid database 

system such as Banner, internet and other on-line resources is preferred.  Knowledge of Federal, 

State, and/or institutional financial aid program rules, regulations, or processes is also preferred.  

Strong mathematical background and/or accounting experience are a plus. 

 

General Functions: 
This position delivers reception and administrative services for the Financial Aid office.  The 

position works daily with current and prospective students and their families regarding the 

financial aid process and procedures.  Provides general and specific information and makes 

appropriate referrals regarding all aspects of student financial services.  This position requires 

basic knowledge of all aid programs offered through Motlow College, and the ability to apply 

general program rules to respond to the public.  This position is responsible for preliminary 

review and processing of financial aid applications, maintenance of financial aid records, and 

verbal and electronic communication with prospective students, enrolled students, and parents to 

ensure the highest standards of customer service via phone, email, and in person.  This position is 

responsible for assisting with the various financial aid programs, maintaining office budgets, 

clerical support and assistance in the financial aid office. 

 

A more detailed job description for this position is included in the online application.  To ensure 

consideration, interested applicants must submit an application and resume online at 

https://jobs.tbr.edu . Once the online application is complete and a resume is attached online, a 

confirmation number will be given to the applicant.  Motlow College does not discriminate on the 

basis of race, color, religion, ethnic or national origin, sex, disability, age, status as a covered 

veteran, or genetic information in its programs and activities.  Please contact our Equity Officer 

with inquiries regarding our nondiscrimination policies at:  P.O. Box 8500, Lynchburg, TN 37352 

or via this webpage: http://www.mscc.edu/humanresources/index.aspx 
 

Human Resources Office, Dept. 200 

Motlow State Community College 

Telephone (931) 393-1541, TDD (931 393-1621) 

E-mail: humanresources@mscc.edu 
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