
JOB DESCRIPTION- PART TIME FINANCIAL AID SERVICE CLERK

General Description/Primary Purpose:

The Financial Aid Customer Service Clerk is responsible for providing front line support for the
Office of Financial Aid reporting to the Director of Financial Aid on the Tishomingo Campus.

Classification: Part-Time, non-exempt Staff

Salary: Salary commensurate with qualifications and experience, plus full fringe benefits.

Appointment:12-month appointment

Overview: Murray State College is a small, open-door community college that provides personal
growth and professional success opportunities to studentmcll�
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6. Troubleshooting, analytical, and problem-solving abilities necessary to meet daily
challenges of responsibilities.

7. Coordinate and maintain office operations, including supply management and equipment
maintenance.

8. Provide support for special projects and initiatives as assigned.
9. Assist financial aid applicants in completing financial aid applications and loan counseling.
10. Assist applicants, parents, and others with information on types %



Other Ergonomic Requirements:

In performing job functions related to assigned duties, some amount of stooping, kneeling,
bending, crouching, lifting, walking, carrying, and other movements may be required. All




