
Our innovative and growing company is searching for experienced candidates for
the position of employment coordinator. If you are looking for an exciting place to
work, please take a look at the list of qualifications below.

Responsibilities for employment coordinator

Requisition Log
New Hire Log
Promotion Transfer Log
Maintain office cleanliness and organization of supplies, files, books, binders
Provides backup support to other administrative staff, special project support
and other duties as assigned
Handles all aspects and activities related to the processing of undergraduate,
graduate, and parent educational loans, including federal and private loan
programs
Manages loan origination, adjustments, reconciliation, disbursements,
rejections, and eligibility issues associated with the loan programs
Participates in the maintenance and testing of loan processing software
upgrades, patches, and institutionally developed automated processes
Reviews and interprets system reports to determine problem loan records
and assists in resolving discrepancies related to student grade levels, financial
aid budgets, enrollment status, student type, and over awards
Makes loan awards and adjustments using the University’s financial aid
system in strict adherence to federal regulations and institutional policy

Qualifications for employment coordinator

Ability to learn, understand, and comply with state, federal, and UC
personnel policies, practices, and procedures as they relate to human
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Demonstrated ability to exercise good judgment and initiative, to maintain
strict confidentiality, and to handle sensitive matters discreetly
Bachelor’s degree and 3 years of event logistics or other relevant event
planning experience or
Proven strong written and communication skills to interact effectively with
diverse groups of people at all levels in an environment with changing
priorities and deadlines using diplomacy and tact
Proven ability to learn new methods for computer aided data
reporting/retrieval, new computer applications, data and word processing
software and relational database systems
Skill in performing work according to set procedures and ability to establish
new procedures


