Scholarship Manager, Financial Aid
Bakersfield College
Kern Community College District
JOB DESCRIPTION

Under general direction of the Financial Aid Director, the Scholarship Manager
plans, implements and coordinates the overall scholarship program at Bakersfield
College (BC). The Scholarship Manager will manage scholarship donor
agreements, scholarship activities, eligibility, awarding and disbursements for all
scholarships; manage compliance with donor agreement guidelines and
negotiate changes to guidelines when appropriate in order to award scholarships;
ensures awareness campaigns, application process and awarding; all outreach
and informational workshops about the availability and types of scholarships
(college and external); and communications management to new and continuing
students. The Manager shall work collaboratively with the BC Foundation.

Examples of Duties

1.

Managing scholarship eligibility, processing awards, and providing written and
verbal communication to financial aid applicants and prospective student
groups.

Manage the scholarship portal to create scholarship opportunities, donor
profiles, and determine questions for student applications in AcademicWorks
(AW).

Manage the scholarship selection guidelines, and to screen and select
scholarship recipients.

Train donors, faculty and staff as necessary to access AW for scholarship
selection.

Track and report disbursements so that information resides in the multiple
software systems used by the FAO, the Business Services Office and the
Foundation with minimal effort and maximum efficiency.

Reconcile awards made and scholarships disbursed with District abatements.
Collect pertinent data from Banner, AW and RE (or SAGE) so that
stewardship portion of AW has necessary data to produce donor reports.
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10.

11.

12.

13.

Serve as liaison between FAO, Business Services and the Foundation to
facilitate appropriate information to the Foundation, and donors. Ensure other
communication and solve problems in a timely and sensitive manner.
Coordinate with Foundation staff to determine annual scholarship award
numbers based on spendable income allocations and fund balances.

Work with Foundation and FAO staffs to create, edit, review, finalize, print and
distribute copies of the annual scholarship honor roll.

Manage and produce annual scholarship recognition events and related
activities in collaboration with the BC Foundation.

Coordinate with Foundation staff regarding fund updates, transfers and
closures as they relate to the scholarship program. Reconcile end of year
reports confirming that Foundation, Business Services and FAO accounts
match.

Audit the Foundation database (Raisers Edge) and AW intermittently to
maintain accurate scholarship donor contact information.

Qualifications

Bachelor’'s Degree from an accredited college/university and two year’s
experience in a comparable position.

Three years increasingly responsible experience with demonstrated
effectiveness in business management in a non-profit or educational setting;
demonstrated organizational skills; experience in working in a lead capacity.
Exceptional interpersonal skills with all ages are required. Strong written and
oral communication skills are required, as is the ability to facilitate
collaborative working relationships with those contacted in the performance of
duties.

Demonstrate a sensitivity to and understanding of the diverse academic,
socioeconomic, cultural, and ethnic backgrounds of faculty, staff and students
and of those with physical and learning disabilities

Knowledge

Thorough knowledge of Banner (or ability to learn as demonstrated by other
software certifications), including importing and exporting data, creating and
running reports, and trouble-shooting.

Thorough knowledge of AcademicWorks (AW) (or ability to learn as
demonstrated by other software certifications), including importing and
exporting data, utilizing AW attributes to streamline scholarship processes and
implementing the AW stewardship module (Engage)
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e Familiarity with cross-communications Raisers Edge (RE), Banner, and AW

e Experience working with scholarships, foundations, public relations,
communications, resource development, and/or business.

e Knowledge of State and Federal regulations as they pertain to donor funded
scholarships and the awarding of funds

e Current technologies, including personal computer and associated office
software such as Outlook, Word, Excel and PowerPoint and database
software

e Problem analysis and solving methods

e Use of independent judgement, diplomacy, patience, persistence, and the
ability to work under strict deadlines

e Correct usage of English, grammar, spelling, punctuation and vocabulary

 Physical Ability to i

e Read and comprehend printed matter and text and data on computer monitors

e Communicate intelligibly and effectively via speech, telephone, written
correspondence, and/or e-mail.

e Sit or stand for extended periods of time

e Lift and/or carry 25 pounds

e Exert manual dexterity sufficient for keyboard and other office equipment
operation
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Working Conditions

Environment: Office

Physical Demands: Incorporated within one (1) or more of the previously mentioned
essential functions of this job description are essential physical requirements. The ratings
in the chart below indicate the percentage of time spent on each of the essential physical
requirements.

Seldom—Less than 25 percent =1  Often—51-75 percent = 3

Occasional—25-50 percent = 2 Very Frequent—76 percent and above = 4
Ratings Essential Physical Requirements
Ability to work at a desk, conference table or in meetings of various
4 configurations.
2 Ability to stand for extended periods of time.
4 Ability to sit for extended periods of time.
4 Ability to see for purposes of reading printed matter.
4 Ability to hear and understand speech at normal levels.
Ability to communicate so others will be able to clearly understand a
4 normal conversation.
4 Ability to lift 10 pounds.
4 Ability to carry 10 pounds.
4 Ability to operate office equipment.

Status/Rationale

This is a managerial/supervisory position.

Signatures/Approval

(Employee’s Signature) (Date)

(Supervisor’s Signature) (Date)
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