CISCO COLLEGE

Position Title: Scholarship and Award Waiver Specialist
Date Posted: August 14, 2026

Posting End Date: Until Filled

Start Date: Immediately

Cisco College Mission & Purpose: The Mission of Cisco College is to provide quality,
affordable, educational opportunities to meet the diverse academic, technical and
career needs of the students and communities we serve. Cisco College maintains an
open-door admissions policy and provides an array of educational programs offered at
two primary locations, Cisco and Abilene, in addition to many off-campus sites. Cisco
strives for an institutional culture of innovation, collaboration, faculty and staff
empowerment and recognition, and an openness to change that underscores our
commitment to a shared mission and vision.

Cisco College Core Values: Cisco College facilitates student success by ensuring
opendoor access to diverse educational opportunities, embracing innovation and best
practices, and providing effective student support. Cisco College insists on excellence in
our programs, instruction, services, management, and learning environment.

Cisco College Guiding Principles: Learning, Respect, Integrity, Communication,
Cooperation, Joy, and Innovation.

Position Summary

The Scholarship and Waiver Specialist is responsible for administering institutional
scholarships and tuition waivers while providing outstanding customer service to current
and prospective students. This position works collaboratively with students, coaches,
Financial Aid, the Business Office, Admissions, and other campus departments to
ensure scholarships and waivers are awarded accurately, processed in compliance with
institutional policies, and communicated effectively.

The ideal candidate has experience working in higher education, strong organizational
and financial skills, and the ability to maintain confidentiality while managing multiple
priorities in a fast-paced environment.

Essential Duties and Responsibilities

o Administer institutional scholarship and tuition waiver programs in accordance
with college policies and procedures.
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Review scholarship and waiver applications for eligibility and completeness.
Award scholarships and waivers accurately and maintain appropriate
documentation.

Coordinate with athletic coaches regarding athletic scholarship awards and
eligibility.

Collaborate with the Financial Aid Office to ensure compliance with federal, state,
and institutional regulations.

Work closely with the Business Office to ensure accurate posting of scholarships
and waivers to student accounts.

Communicate scholarship opportunities, requirements, deadlines, and award
information to students and families.

Maintain accurate student records and scholarship databases within the college's
Student Information System.

Monitor scholarship eligibility, renewal requirements, and satisfactory academic
progress as applicable.

Assist in developing and maintaining scholarship procedures, forms, and reports.
Prepare reports related to scholarship funding, awards, and utilization.

Provide exceptional customer service by assisting students in person, by phone,
and electronically.

Maintain confidentiality of student records in accordance with FERPA and
institutional policies.

Perform other duties as assigned.

Required Qualifications

High School Diploma; Associate's degree preferred.

Excellent customer service and interpersonal communication skills.
Strong organizational skills with exceptional attention to detail.

Ability to manage multiple deadlines and prioritize work effectively.
Proficiency with Microsoft Office, including Excel.

Ability to learn and utilize student information systems and other college
software.

Preferred Qualifications

Experience administering scholarships or tuition waivers at a college or
university.

One to three years of experience in higher education, student services, financial
aid, admissions, scholarships, or a related field.

Knowledge of scholarship and waiver processes.

Experience collaborating with Business Office and Financial Aid operations.
Experience using a Student Information System (Ellucian Colleague, Jenzabar,
Anthology, Banner, or similar).

Financial or accounting experience is a plus.
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