	Job Posting Number: 
	810413   

	HR Consultant: 
	Carbaugh, Miranda   

	Recruiter: 
	Miranda Carbaugh   

	Recruiter telephone: 
	303-315-2771   

	Recruiter email: 
	miranda.carbaugh@ucdenver.edu   

	JOB/POSITION INFORMATION 
	  

	Position Number: 
	300447   

	Position Title: 
	Business Professional   

	Department 
	30213 - AVCASA-SA UndergradSchlrshpOfc   

	Campus: 
	UCD: Downtown Campus in Denver 
  

	Background Check Required? 
	Yes   

	Job code: 
	2179   

	Salary Administration Plan: 
	210   

	Regular/Temporary: 
	Regular   

	Full/Part Time: 
	Full-time   

	Percent of Time:

(enter numbers only) 
	100   

	Position Type: 
	Exempt Prof   

	POSTING INFORMATION 
	  

	Posting Title: 
	Scholarship Manager   

	InsideHigherEd.com - to post on this site, select a category 
	-- Academic Administration   

	Other Posting Locations: 

Work with your HR representative for directives on posting with these resources 
	Higheredjobs.com; CAFAA.org; 

	Posting date: 
	06-17-2010   

	Closing date: 
	06-21-2010 

	Posting Description: 
	Nature of Work 
The Scholarship Manager is a full-time professional exempt position in the Scholarship Resource Office. This position's primary location is at the downtown Denver campus at Auraria. The Scholarship Manager oversees the online scholarship application process of the University and requires close collaboration with various schools and colleges as well as the Office of Financial Aid and the CU Foundation. 

Professional Field 
Financial aid administration 

Supervision Received 
This position reports to the Director of University Scholarships 

Supervision Exercised 
Work study students only. 

Examples of Work Performed 
(50%) Manage scholarship administration. Implement and expand use of the CU on-line scholarship application to all campus scholarships. This will require working with campus academic units at both the downtown and Anschutz Medical campuses on scholarship application processes and recipient selection. Works with financial aid client services staff to assure that awards are paid to students in a timely manner and monitors/enforces issues related to compliance with the donor intent. 

Implement stewardship process in conjunction with the CU Foundation that includes donor thank you letters where appropriate and donor reports. Collect forms from students regarding their understanding/agreement to the stipulations of the awards. 

The position will be responsible for promotion of scholarship availability and will coordinate with the CU Foundation and academic units as needed. 

(25%) Create, maintain and update accurate records of all scholarships including donor intent and other awarding criteria through multiple databases. 

For those scholarships not originating through the CU Foundation, create or assist with creation of the scholarship MOU. 

Monitor compliance with all scholarship agreements. Maintain consistency in review of compliance across all entities. 

Report on scholarships to all parties as required. This includes academic units, donors, and the CU Foundation. 

(20%) Serve as a resource for students, parents, and other clients regarding scholarship availability and application processes. Serve as a resource to staff at both campuses to insure knowledge regarding scholarships is adequate and accurate. 

(5%) Other duties as assigned. 

Knowledge, Skills, and Abilities 
Ability to work collaboratively with administrative and academic units and the CU Foundation to coordinate and monitor the scholarship process. 

Knowledge of federal, state, and university financial aid regulations, procedures, and application processes. 

Knowledge of office policies and procedures. 

Ability to implement and provide quality control based on regulations, policies and procedures from various levels of governmental and other sources. 

Ability to communicate policies, procedures, and information with various departments/agencies, staff, and students and train personnel as relevant. 

Ability to create and maintain online scholarship application and pertinent databases. 

Excellent interpersonal and communications skills.   

	Required education/experience/skills (minimum qualifications): 
	Graduation from an accredited college or university with a bachelor's degree in a counseling, computer, business or other related field. Minimum of three years full-time (or equivalent) experience in a financial aid and/or scholarships office with a demonstrated understanding of financial aid, scholarship administration, and financial aid systems such as PeopleSoft.   

	Desired qualifications: 
	Specialized knowledge of programs unique to the health sciences students. 

Experience with statistical analysis of collected student and other data. 

Experience with a web based scholarship application system.   

	Application types accepted: 
	Faculty/Exempt Professional Form   

	Special instructions to applicants: 

If a required document can not be attached by the applicant (i.e. formal transcripts, letters of recommendation, large graphics) the DRL will need to type in an e-mail address or a mailing address to where that information can be sent. 
	Salary Range 
$46,000 - $67,000 annually 

UCD is dedicated to ensuring a safe and secure environment for our faculty, staff, students and visitors. To assist in achieving that goal, we conduct background investigations for all prospective employees. Due to the fiscal nature of this position it will require a credit check. 

The University of Colorado is committed to diversity and equality in education and employment.   


