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POSITION TITLE:  Records Specialist        

RESPONSIBLE TO:  Administration Director and Financial Aid Officer  

JOB DESCRIPTION: Responsible for record maintenance, record processes and data 
integrity. Provides services in a virtual and/or traditional live format (when needed) adhering to 
institutional, municipal, state and federal guidelines of safety. 

 
DUTIES/RESPONSIBILITIES: 

1. Supports the mission of NLEI. 
 

2. Maintains records in compliance with regulatory, academic and funding requirements and 
standards. This includes both electronic records and hard files. 
 

3. Informs referred program applicants on a variety of financial assistance options available. 
Assists applicants and students with financial assistance applications. 
 

4. Enters and maintains accepted students into the institutional records system. 
 

5. Collects and submits documentation required for those students selected for financial aid 
verification.  
 

6. Processes and maintains transcript requests. 
 

7. Assists with institutional, regulatory, academic and funding reports as needed. 
 

8. Supports internal audits as needed.   Ensures records are consistently audit ready.  
 

9. Prepares and updates student ledgers. 
 

10. Assists with the Federal Work Study Program. 
 

11. Prepare and gather needed documentation for students on Leave of Absence and updates 
accordingly. 
 

12. Keeps inventory of resource publications related to financial assistance, FERPA, data 
security and other related professional development resources. 
 

13. Sends written notifications to students as needed regarding open administrative 
obligations including after the completion of the program. 
 

14. Maintains and updates vendor records.  Automates all vendor accounts to the extent 
possible. Maximizes the utilization of institutional software for vendor data and vendor 
processes. Maintains and updates vendor agreements.  Provides timely vendor reports.  
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15. Processes approved purchases and follows-up through completion. Keeps inventory of 
purchase orders. Records A/P and A/R. 
 

16. Documents and processes internal administrative requests.  Maintains supply room 
stocked. Notifies Supervisor of needs (eg. Transcript paper, Certificate paper, Toner). 
 

17. Creates new personnel records. Works with contracted third-parties to process prospective 
candidates for hire and assists with completion of verification and institutional 
requirements.  
 

18. Keeps the confidentiality of sensitive information and integrity of data.  
 

 

QUALIFICATIONS: 

 Three years of related experience. 

 Excellent customer service and strong math skills 

 College coursework.  A minimum of Associates Degree a plus.  

 Proficiency in Microsoft Office Suite (Word, Excel, Access, Outlook).  

 Working knowledge of database management systems. Knowledge of QuickBooks a plus. 

 Able to thrive in a remote setting when needed.  

 Ability to multi-task, work independently and meet deadlines.  

 High standards of ethics and integrity. 

 College coursework.  A minimum of Associates Degree a plus.  

 Bilingual in Spanish/English is a plus.  

 
To Apply:   
 

Send resumes to:      resumes@resumes@nlei.org 
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