CollegeInvest

Job Announcement

Scholarship and Special Programs Director

CollegeInvest is a division of the Colorado Department of Higher Education responsible for administering the State of Colorado 529 College Savings Plans.  In addition, CollegeInvest offers several scholarship programs and loan forgiveness programs.  CollegeInvest is projected to award nearly $3 million in scholarships and provide $1.4 million in loan forgiveness over the next 3 years.  

The Scholarship and Special Programs Director reports directly to the CollegeInvest CEO and is responsible for administering the scholarship and loan forgiveness programs for CollegeInvest. The primary focus for this position will be on overall strategic development of scholarship programs, accurate and timely delivery of funds, operational management, and relationship development with community and education partners.   The position will have up to 5 direct and indirect reports.  
Job Responsibilities

· Work with the CEO and the Board to develop annual strategic assessments, priorities and directions for the scholarship programs
· Manage and administer programs
· Responsible for implementation of award criteria, policy and procedures for scholarship programs
· Responsible for working with pre-colligate partners to identify and select scholarship recipients
· Market the scholarship and programs throughout the State to maximize participation/utilization
· Establish working relationships with wide variety of partners including college financial aid staff, pre-colligate organizations, and high school administrators/counselors 
· Responsible for tracking information regarding all aspects of the scholarship and loan forgiveness programs
· Make recommendations for improving the efficiency and effectiveness of work operations
· Develop annual budgets for each program, and adherence to the budgets
· Responsible for preparation of reports and analysis of programs
Minimum Requirements

Bachelor’s degree required, and minimum two years experience working in a higher education or pre-colligate environment.   A valid Colorado driver’s license, good driving record, and the ability to pass a criminal background check are required. 

· Skills

· Demonstrated oral and written presentation  skills and able to communicate complex information in a clear manner to a variety of audiences

· Excellent organizational and analytical skills
· Supervisory and leadership skills
· Prior experience in the participation of creating and setting organizational strategy

· Attention to detail
· Strong inter-personal skills
· Complaint resolution and exceptional customer service skills
· Budget development and activity reports as well as budget management
· Demonstrated ability to build and steward relationships with people from diverse backgrounds
· Knowledge

· Experience in administering Title IV funds
· Solid knowledge of student financial aid 
· Knowledge of College scholarship program administration
· Thorough understanding of student financial aid and college admissions process
· Abilities

· Ability to multitask, establish priorities and meet deadlines consistently
· Work effectively under pressure
· Self-directed and highly organized
· Work independently and in team settings
· Creative problem solver
· Think strategically
· Create policies, procedures and quality control standards
· Conduct detailed analysis of complex functions and work processes
Additional Required Abilities

· Able to sit for long periods of time

· Able to understand complex cognitive issues

· Able to use all functionality of a computer 

· Visual acuity for short distances

· Exert up to 20 lbs. of force occasionally, and /or up to 10 lbs. of force frequently, and or a negligible amount of force constantly to move objects.  Usually requires walking or standing to a significant degree

· Reaching- Extending hand(s) and arm(s)  in any direction

· Handling- Seizing, holding grasping, turning, or otherwise working with hand(s)

· Fingering – Picking, pinching, or otherwise working primarily with fingers

· Talking- Expressing or exchanging ideas by means of the spoken word.

· Hearing 

· Near and Far Acuity- clarity of vision 

Employees at CollegeInvest are offered excellent benefits including; medical, dental, life and much more.  We also provide a benefit allowance to offset the benefit cost. We participate in the ECO PASS Program at no cost to the employee. 

Salary Range:  $65,000 to $80,000

Interested Applicants

Please submit a cover letter, resume, salary history, and the names and contact information of three references to 

Cindy Langan, CollegeInvest Human Resources

1560 Broadway, Suite 1700, Denver, CO 80202

Fax to 303-296-4811 

Email to jobs@collegeinvest.org
Applications will be accepted through July 30th.  

CollegeInvest is an Equal Employment Opportunity employer, and follows a policy of non-discrimination in complying with all requirements of the Immigration Reform Control Act and the Americans with Disabilities Act.
