
Grand Valley State University
Financial Aid Office
Graduate Assistant – MoneySmart Lakers
Financial Literacy
2024-2025 Academic Year

Primary Duties and Responsibilities:
MoneySmart Lakers is a financial literacy program through the Office of Financial Aid & Scholarships specifically focused on educating students about basic financial skills for their future. Our goal is providing students with the tools and resources to develop or define their money management skills.

The program conducts group presentations, outreach events, and one-on-one individual financial appointments. During the first year of implementing a peer-to-peer model we assisted over 2,800 students. Knowledge of personal finance topics such as Spending Plans, Credit, and Loans preferred, but will provide training on topics.

This position will allow the graduate assistant to take the lead on coordinating this program, closely under the supervision of the Assistant Director of Financial Aid customer service. This includes presenting in both one-on-one financial counselling session as well as larger group presentations, planning and coordinating all the events and activities with the MSL program and finally hiring, training and supervising a small team of students.

Primary Duties and Responsibilities:
· Assist in the supervision, development, and implementation of a peer-to-peer cohort model.
· Developing a marketing plan to increase visibility and awareness and knowledge of program.
· Assist with developing materials for training and presentations.
· Work with various database and intake systems in scheduling and tracking appointments.
· Plan, implement, and manage annual MoneySmart Week events.

Qualifications: 
· Preference will be given to students enrolled as a degree-seeking graduate student in the College Student Affairs Leadership (CSAL) Graduate Program at Grand Valley State University and maintain a minimum enrollment of nine credit hours per semester. A first-year graduate student is preferred for this position.
· Demonstrate effective communication and interpersonal skills. 
· Knowledge of basic computer and web applications (i.e., Word, Excel, Outlook email, etc.) 
· The ability to organize work time and manage projects independently 
· Preferred applicants must have hours of availability within the Financial Aid Office’s operating hours of 8AM-5PM, Monday-Friday 
· Applicants are expected to be available to work when the university is open, but class is not in session (i.e. day before Thanksgiving, Springbreak, etc.)

Work Station/Environment: 
This Graduate assistant will work primarily in the Financial Aid and Scholarships Office. A shared workroom with the scholarship GA, equipped with a computer and all essential supplies will be provided. Access to GVSU computer systems with some restrictions will be coordinate with IT prior to your start date. Confidentially is central to our offices work environment and agreements will be signed on day 1. The office consists of both AP and PSS staff working together to process financial aid as well as with customer service

Learning Outcomes:
· To enhance understanding of program development.
· Enhance public speaking skills by presenting to different audiences: students, staff, and faculty.
· To become knowledgeable in the process of program evaluation and assessment
· To improve listening and problem-solving skills, especially in regards to undergraduate student needs
· To develop and refine professional written and oral communication skills through interaction with undergraduate students, faculty and staff
· To become familiar with University resources available to students
· Work independently and as a member of a team in order to complete projects

Supervision/Collaboration with organization: 
This position is within the supervision of the Assistant Director of Financial aid, who supervises most of the customer service team. Weekly meetings will be schedule for at least the first 3 months in coordination with daily one-on-one trainings. Student will need to have good internal work ethic as they will be working independently as they successfully manage the MSL program.

Selection Process: 
The Financial Aid Office participates in the interviews that take place during the scheduled visitation days.  Interested candidates will be interviewed at that time. 

Terms:
The stipend is $13,000 per academic year ($6,500 per semester), a tuition waiver, and a parking permit. This is a 20 hour per week position STANDARD contact GA, open to full-time graduate students in the CSAL program. The tuition waiver covers no more than 18 graduate credit hours for the first academic year (9 credits fall, 9 credits winte). The assistantship is a one-year term with the possibility of a further year upon successful review at the end of the year

Contact Information: 
Alfany Rosales-Muro
Assistant Director
Office of Financial Aid and Scholarsrhips
Grand Valley State University 
rosaleal@gvsu.edu
616.331.3234

