
 Midwestern University 

                         Job Description 

   

Job Title: Financial Literacy Assistant 

  Department: ________________________ 

  Reports To: _________________________ 

  Campus Location: ____________________ 
 

Essential Duties and Responsibilities: 

 

 Presenters lead the events. Responsibilities include being familiar with the content, delivering the 

content, anticipating questions (and developing responses), distributing door prizes at the conclusion 

of the event and providing input to the Project Coordinator following the conclusion of the event. 

 

 Facilitators are responsible for welcoming (and sign-in) of participants, delivering meals, introducing 

panelists, identifying individuals asking questions (restating if necessary to be heard by all) 

distributing door prizes at conclusion and providing input/feedback to the Project Coordinator. 

 

 

 Club Ambassadors are responsible for meeting with campus clubs and organizations to acquaint them 

with the Sensible Strategies programs and encouraging their participation. The meetings could be as 

frequent as once a quarter to review upcoming programs for the next quarter.  

 

Other Duties: as assigned by supervisor 

 

  Supervisory Responsibilities                       
This job has no supervisory responsibilities. 

 

Qualifications  

Students must be Federal Work-Study eligible. Student must be attentive, reliable, and give great 

attention to detail. Annual FERPA training is mandatory. 

 

Computer Skills                       

Computer proficiency in MS Office (Word, Excel, Outlook). 

 

Language Skills                       
Intermediate skills:  Ability to read and interpret documents such as safety rules, operating and 

maintenance instructions and procedure manuals.  Ability to write routine reports and correspondence.  

Ability to effectively present information and respond to groups of students, spouses, parents and 

employees of MWU. 

 

Reasoning Ability 

Intermediate skills:  Ability to apply common sense understanding to carry out instructions furnished in 

written, oral or diagram form.  Ability to deal with problems involving several concrete variables in 

standardized situations. 

 

Mathematical Ability 

Basic skills:  Ability to add, subtract, multiply, and divide all units of measure using whole numbers, 

common fractions, and decimals.  Ability to compute rate, ratio, and percent and to interpret bar graphs.    

 

 



Physical Demands 

While performing the duties of this job, the employee is occasionally required to stand. The employee is 

regularly required to walk; reach with hands and arms. The employee is frequently required to sit, use 

hands-to-finger, handle or feel, talk and hear. The employee must regularly lift and /or move up to 10 

pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job 

include close and distance vision. Reasonable accommodations will be made to enable individuals with 

disabilities to perform the essential functions. 

. 

 

  Work Environment  

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The noise level in the work environment 

is usually moderate. 

 

 


