OSSE

Job Title: Education Services Specialist
Grade:

CS-9

Salary Range: $52,080 - $67,062

Job Summary:
The Office of the State Superintendent of Education (OSSE) is the State Education Agency for the District of Columbia charged with
raising the quality of education for all DC residents. OSSE is focused on sustaining, accelerating, and deepening the progress being
made for the District’s 90,000+ students. OSSE serves as the District’s liaison to the U.S. Department of Education and works closely
with the District’s 470+ early childhood facilities, 250+ schools, 60+ local education agencies (including DCPS and charter
organizations), and community-based organizations to provide critical programming and resources to our stakeholders.
Our division, Postsecondary and Career Education (PCE), is uniquely positioned to support key transitions across a wide spectrum of
learners – from eager middle schoolers to resourceful adults. Our Higher Education and Financial Services team houses three
scholarships: DCTAG, Mayor’s Scholars, and the newly funded DC Futures: Tuition Assistance program.
The Customer Services Representative will serve with the HEFS team in the implementation of the DC Futures: Tuition Assistance
program. DC Futures offers tuition assistance to DC residents at Catholic Metropolitan University, Trinity Washington University, and
the University of the District of Columbia. The Customer Services Representative will work with the disbursement officer to help
students and parents understand the program; support students as they complete the application and upload the necessary
documents; and answer questions that arise in the process. The Customer Services Representative will also provide support to the
DC Futures disbursement officer, working with the universities to ensure that students are enrolled in approved programs and that
proper invoicing happens in an efficient and timely manner.

Duties and Responsibilities:
• Working with the disbursement officer to address questions and concerns from program participants
• Working with universities to ensure timely processing of invoices
• Answering inquiries from internal and external sources about DC Futures
• Updating the website with program news and information
• Working closely with the DCTAG team to advertise the program
• Assisting in the maintenance of data dashboards, surveys and other data
• Assisting with the preparation of written materials for public hearings as needed

Qualifications and Education
• [Preferred] Possession of a AA degree or higher and/or 5+ years of work experience
• Ability to provide excellent customer service to District residents, students, and other stakeholders
• Ability to communicate in oral and written form in a clear and concise manner
• Ability to process invoices on a large scale
• Willingness to travel to various offsite local education agencies, schools, colleges and universities and community based
organizations throughout the work day as needed

: 1015 Half Street SE, Washington DC, 20003
: dchr@dc.gov
: (202) 442-9700

