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Job Title: 		Financial Aid Associate
Job Number:			A-525 | VIP: 2092			
Band:			OPSEU-6								
Department: 			Enrolment Services					
Supervisor Title: 	Associate Registrar & Director, Service Delivery and Student Financial Support
Last Reviewed:			April 30, 2026

JOB PURPOSE:
The Financial Aid Associate (FAA) provides specialized administrative, technical, and educational support for OSAP, scholarships, bursaries, micro credential funding, and other government or institutional aid programs. Reporting to the Associate Registrar & Director, Service Delivery and Student Financial Support, this role ensures accurate and timely processing of financial aid documentation, maintains the integrity of financial aid records, and supports compliance with institutional, provincial, and federal requirements.
This position focuses on documentation review, queue management, email triage, and financial literacy support. Often the initial point of contact for students seeking information about financial aid resources, the Financial Aid Associate provides accurate preliminary guidance and ensures students are directed appropriately. The role works closely with the Financial Aid team and the Enrolment Services Associates to maintain efficient, transparent, and student‑centred funding processes.
Key Activities:
Office Administration & Communication
· Serve as the first point of contact for students seeking detailed information about OSAP, scholarships, bursaries, and other funding programs.
· Respond to high volume inquiries received through the shared Registrar email queue, providing clear, accurate information about documentation requirements, deadlines, and funding processes. Triage to Financial Aid queue as appropriate.
· Conduct triage in shared Financial Aid email queue by identifying routine inquiries for direct response and directing complex cases to Financial Aid Administrator.
· Assist with maintaining email response templates and communication tools.
· Contact students regarding missing, incomplete, or incorrect documentation and provide guidance on required corrections.
· Assist with outbound communications, including reminders, notifications, and updates related to funding timelines.
· Support financial literacy initiatives by assisting with the development of materials, presentations, resource guides, and online content.
· Participate in outreach activities, including workshops, open houses, orientation events, Financial Aid information sessions, and other student facing programming.
· Provide feedback on Financial Aid website content and assist with reviewing information for accuracy and clarity.
· Maintain a professional, student-centered approach while supporting diverse populations and navigating sensitive financial circumstances.
Financial Aid Processing 
· Complete Continuation of Interest Free Status (CIFS) processing for full time and micro-credential programs.
· Manage OSAP processing queues including full-time, part-time, and micro-credential program queues.
· Verify completeness and accuracy of student-submitted documentation required for OSAP eligibility, including proof of income, residency, citizenship, academic progress, and other supporting materials.
· Update OneKey profiles as required, including program corrections, missing information entry, and OAN password resets.
· Review prize request form for departmental award processing to confirm eligibility and completeness.
· Prepare files for review by Financial Aid Officers when further assessment or specialized evaluation is required.
· Maintain strict compliance with provincial and federal guidelines governing financial assistance programs.
Collaboration, Privacy & Compliance
· Collaborate closely with Financial Aid Officers by preparing documentation, identifying cases requiring specialized assessment, and supporting workflow coordination.
· Work with Enrolment Services Associates to ensure consistent information sharing and seamless student support.
· Liaise with Student Accounts to confirm funding release conditions and address enrollment-related issues affecting aid.
· Maintain confidentiality of student financial and academic records in accordance with FIPPA and other applicable legislation.
· Apply consistent judgment, discretion, and diplomacy when working with sensitive financial information and student concerns.
Support & Coverage
· Provide coverage for the Enrolment Services Associate team during periods of absence, high volume, or operational need, including staffing the front desk, answering phones, and responding to general Records and Registration inquiries appropriate to the scope of this role.
· Assist the Enrolment Services team during high-demand periods by supporting counter service and helping maintain service flow.
· Maintain sufficient working knowledge of Records and Registration processes to provide accurate assistance when providing front‑line coverage.
Other Duties
· Assist with improvements to Financial Aid processes, resources, and tools.
· Support departmental projects as assigned.
· Other duties as required.
Education Required:
· Three (3) year General University Degree.
Experience/Qualifications Required:
· Two (2) years’ experience in administrative, financial processing, or funding program environments.
· Experience with automated information systems; Colleague an asset.
· Strong attention to detail and ability to interpret complex documentation and program requirements.
· Intermediate proficiency in MS Office (Word, Excel, Access).
· Ability to manage high-volume processing within tight deadlines.
· Strong written communication skills for high-volume correspondence.
· Demonstrated ability to maintain confidentiality and exercise sound judgment.
· Ability to work collaboratively within a team environment and independently when required.
· Ability to support students with professionalism, empathy, and clarity.
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