
Western Kentucky University

Position Description

Position Title: Student Employment Coordinator
FLSA Category: Exempt
Date: May 2007
Salary Grade: 107
Purpose of Position 

The Student Employment Coordinator is responsible for managing the Federal Work Study and Institutional Work programs for all employing departments on campus, including management of the America reads and Community Service off-campus programs.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Ensure compliance and proper expenditures of allocated funds in accordance with Federal, State, and University regulations.
· Counseling and advising students, departments, and agencies regarding student employment program and job opportunities.
· Awarding student employment assignments in accordance with federal, state, and university regulations.
· Monitoring completion of tax withholding forms.
· Processing background checks and the associated billing process.
· Establishing payroll assignments in a timely and accurate manner.
·  Processing reconciliation of expenditures between financial aid and accounting records.
· Using professional judgment when dealing with personnel related issues of student employees and serving as liaison between the student and the employing department/agency.
Secondary Job Functions

· Attending financial aid functions such as Open House events, Orientations, and other recruitment and retention events as needed.
Minimum Training and Experience Required

Bachelor’s degree is required; Payroll or accounting experienced is desirable.
Knowledge and Skills Required
Knowledge of federal and state regulations, financial aid programs and Banner software system is preferred; Self-motivated individual must have excellent organizational, interpersonal and communication skills; attention to detail and accuracy is critical.
Physical and Mental Abilities Required

Unknown.
Organizational Relationships

Unknown.
Student Employment Coordinator
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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