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Job Description (JD) 

 
Title:  Director for Office of Scholarship 
 
Office:  Office of Scholarship 
 
Report Line: Director of Administration 
 

Level:   

The Office of Scholarship is responsible for all scholarship related work including keeping track 
of all the scholarship students, meeting with donors, and developing a scholarship report.    
  
 

A. RESPONSIBILITIES:  

The Director for the Office of Scholarship assumes the overall responsibilities as follows: 

- Administer scholarship related documents from donors and the President; 

- Distribute the scholarship policy to all scholars to make sure they are aware of 

University’s policy; 

- Propose or recommend policy which can be more effective to scholarship management to 

the management team for consideration;   

- Keep updated on the status of all scholarship students by working with different 

colleges and offices and report to the President on termly basis;  

- Keep historical scholarship statistics, by donors, years, gender, and scholarship category 

such as full or partial scholarship;  

- Liaison with donors and provide reports to them as per requested and with the approval 

from the President;   

- Work with the Office of Finance to develop a budget plan and a budget report on 

scholarships to be submitted to the Vice-President for Operations for review before 

submitting it to the President;  

- Attend meeting related to scholarships as per invited by MoEYS or by other related 

institutions;  

- Other work as assigned.  

   

B.  QUALIFICATIONS: 

The incumbent require a BA degree in management, administration, or related field, with two-

year working experience. 

 

i. Knowledge 

- Knowledge of Microsoft Office  

- Ability to maintain a high level of confidentiality concerning files and other confidential 

documents 

- Customer service 



ii. Skills 

- Team building skills 

- Analytical and problem solving skills 

- Excellence in verbal communications skills 

- Able to carry out independent work 

- Effective organizational skills 

- Effective written communications skills 

- Time management skills 
 

 

 

iii. Personal Attributes 

- Honest and trustworthy 

- Respectful 

- Possess cultural awareness and sensitivity 

- Flexible 

- Demonstrate a sound work ethic  
------------------------------------------------------------------------------------------------ 


