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Note:  The primary accountabilities above are intended to describe the general content of and requirements of this position and 
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities 
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the 
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215, 
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the 
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the 
performance of essential duties and responsibilities of the position. 
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Core Competencies  

Quality of Work 
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Equal Opportunity/Affirmative Action Statement 

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the 
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender 

identity in employment or the provision of services. 


	Job Title: Student Financial Services Advisor
	FLSA Status: Exempt
	Job Code: 13047
	Creation Date: March 29, 2018
	Department: Student Financial Services
	Revision Date: 
	Purpose: Assists with the daily operations of the Office of Scholarships and the Office of Student Financial Aid
	Duties and Responsibilities: Essential Functions	Examines, evaluates, and authorizes scholarship and financial aid awards; reviews, processes, and administers scholarship forms and financial aid applications;	Meets with applicants and requests specified information for scholarship applications and determines eligibility for aid;	Corresponds with applicants/recipients to resolve questions regarding application and eligibility information;	Authorizes, generates and prepares required records and reports;	Composes, prepares, proofreads confidential correspondence, reports, and other complex documents;	Assists with outreach, recruitment, retention, financial literacy and special projects as assigned; confers with individuals and groups to disseminate information and conducts scholarship, financial aid and financial literacy workshops at local high schools, on campus and throughout the community as requested;	Counsels and advises students regarding their financial options and responsibilities;	Handles email and phone requests for scholarship and financial aid information;  	Answers inquiries regarding awards and problems with aid and academic eligibility;	Prepares and reviews forms and reports as required by donors, programs and departments; 	May supervise student employees in the administration of programs and gathering of information;	Maintains a high degree of confidentiality with all of the sensitive information;	Works with other UTEP departments and community agencies to coordinate various events and activities;	May be required to work Institutional special events such as Commencement, Orange & Blue Day etc., with advance notice.	Complies with all federal, state and University policies. 	Other duties may be assigned.Skills and Knowledge 	Knowledge of all Microsoft Office software and ability to learn and use institutional software systems.	Ability to analyze issues and suggest possible alternatives and options to address these issues.	Skill in resolving complex problems.	Individual must be a self-starter, capable of establishing priorities, forward-thinking and able to work in a fast-paced environment; 	Exceptional customer service abilities. 	Excellent communication skills, both verbal and written.	Strong interpersonal skills. Must be personable, approachable and a team player.	Detail-oriented, accurate, organized and efficient.	Ability to work independently, handle large volumes of work, and multi-task with frequent interruptions.	Ability to handle information in a confidential and professional manner.	Working knowledge of U.S. Department of Education (Title IV) rules and regulations.	Ability to follow regulatory policy and related procedures.Supervisory Responsibilities: No supervisory responsibilities.
	Duties and Responsibilities Continued: 
	fill_3: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Occasional travel may be required.While performing the duties of this job, the employee must frequently sit. The employee must regularly walk and stand; use hands to feel; reach with hands and arms; and talk or hear.  The employee must lift and move up to 25 pounds. 
	Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.
	Minimum Education Required: Bachelor’s Degree in Business, Public Administration, Education, Social Sciences or related field
	Minimum Experience Required: One year of experience, related to the statement of duties and responsibilities; or equivalent combination of education and experience. 	The candidate must have access to several federal databases. To be granted access and clearance to these federal systems, the incumbent cannot be in default on any type of federal student loan
	Preferred Education Required: 
	Preferred Experience Required: Bilingual in Spanish and two years of proven customer service experience
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