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Position: Financial Aid Office Student Assistant
Supervisor: Financial Aid Director 
Pay Rate: Contract - $15.10/hour  
Schedule: up to 20 hours per week 
Academic Year: 2026-27

Interested candidates should email Kathy Blair at kblair@mainecc.edu for a link to the position application. 

The Financial Aid Office is looking for a student worker to assist with various tasks within the Financial Aid Office.  The position will gain valuable customer service experience by assisting students through the financial aid process and assisting with general questions. The position is for up to twenty hours per week, per semester. The ideal candidate will be detail oriented and willing to jump in where needed at critical processing times. The director, assistant director of financial aid and financial aid counselor will provide guidance and direction in learning the various aspects of student financial aid.

RESPONSIBILITIES:
· Assist with the processing of financial aid applications.  Review documents as received to determine if additional information is needed.  Track and scan into the student information system.
· Assist students and families in the financial aid process by answering general questions related to financial aid.  
· Notify financial aid staff of issues identified when reviewing a student record for review.
· Strengthen customer service schools by assisting with questions via email, phone and in person.


QUALIFICATIONS:
· Strong attention to detail and organizational skills, with the ability to manage multiple tasks effectively.
· Excellent verbal and written communication skills, as well as strong listening skills and an empathetic attitude when working with students and families.
· Knowledge and experience with Microsoft Excel and Outlook.  Must be comfortable with technology as the position works in the Anthology Student SIS and various federal sites.
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