
Equal Opportunity Employer 
 

 
HISPANIC SCHOLARSHIP FUND 

                                            
                                                     

Position:   Assistant, Scholarship Administration and Processing     
Reports to:    Vice President, Scholarship Administration and Processing     
Location:       Gardena, CA  
Classification:  Non-Exempt (hourly) 
Date:   3/26/2019             
Organizational Context  
Founded in 1975, the Hispanic Scholarship Fund empowers Latino families with the knowledge and resources to successfully 
complete a higher education, while providing scholarships and support services to as many exceptional Hispanic American 
students as possible. HSF strives to make college education a top priority for every Latino family across the nation, mobilizing 
our community to proactively advance that goal – each individual, over a lifetime, in every way he/she can. HSF also seeks to 
give its Scholars all the tools they need to do well in their course work, graduate, enter a profession, excel, help lead our 
nation going forward, and mentor the generations to come. As the nation’s largest not-for-profit organization supporting 
Hispanic American higher education, HSF has awarded over $500 million in scholarships and provides a range of impactful 
programs for students, HSF Scholars, Alumni, and parents. For more information about the Hispanic Scholarship Fund, please 
visit HSF.net. 
 

Essential Functions 
The Assistant, Scholarship Administration and Processing supports the Scholarship Administration and Processing team in 
managing the day-to-day activities involved in administering the scholarship programs, including implementation, 
processing and compliance. This person will also participate in all aspects of HSF’s implementation of the scholarship 
programs, including, but not limited to, program retention and additional duties and responsibilities as required.    
 

Competency 
Knowledge 

 Knowledge of financial aid process and college admissions 

 Knowledge of college retention measures 
Skills  

 Excellent judgment and creative problem solving skills, including conflict-resolution skills 

 Experience working effectively in a complex, multifaceted environment 

 Exceptional writing, editing, and oral communication skills 

Abilities 

 Proficiency in database administration and logic, data imports and export, and developing reports  

 Proficiency in MS Excel and Word, web research fluency, and the ability to learn and manage various information 
system technologies 

 Ability to listen perceptively and take appropriate action in assisting students  
 

Credentials/Experience 

 Bachelor’s degree from an accredited university; however, advanced degree preferred 

 Minimum of 1 year work experience in college financial aid and/or higher education 

 Experience working in a call center providing customer service 
 

Commitment Expectations 

 Must be flexible and available to work weekends and/or extended work days, as required 

 Ability to work and thrive in a start-up type of environment where information is not always structured and/or 
routinely available  

 

Disclaimer 
Acknowledge that all responsibilities for this position are not included and may be adjusted over time with or without 
notice. Outline federal hiring practices with an Affirmative Action Plan/ Equal Opportunity Employer Compliance (AAP/ 
EEO) statement.  

To Apply: Email resume and cover letter to employment@hsf.net 
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