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  Peer Money Mentor (PMM) Position Description
St. Kate’s four Peer Money Mentors (PMMs) are student members of the Financial Literacy Program, which is part of the Financial Aid Office.  The PMMs are under the supervision of the Assistant Director of Financial Literacy and Student Employment. 
It is a unique and fun position in which you will be trained in money management topics of all sorts, as well as how to develop and put on programs or workshops and counsel sister students. The PMM Team connects with St. Kate’s students regarding various money management interests by giving out educational brochures, or putting on programs, and through one-on-one appointments.  As a PMM you provide a valuable service to St. Kate’s students, while at the same time getting the opportunity to improve your own research, consultative and money management skills. Position is best suited for sophomore, junior, senior or graduate students, however first years with previous extensive research and event work will be considered. Qualified applicants must be in good academic and financial standing with the University. 

Looking for students with most of these abilities/qualifications:  
· interest in learning financial management techniques 
· enjoys helping others 
· able to conduct effective research

· project development and follow through

· presentation and/or event prep and planning skills 
· good organizational skills
· general office administrative abilities
· can take and follow direction well 
· proficiency with two of more of these programs - Word, Excel, PowerPoint and/or Publisher 
· strong knowledge of one of the social media sites – Twitter, Facebook or Instagram

· comfortable creating literature and promotional materials on the computer 
· strong writing skills
· excellent oral communication skills; able to present information clearly, effectively and accurately  
Requirements: 

· Peer Money Mentors are required to maintain impartiality and keep confidentiality with individuals sharing their financial stories.  
· PMMS must learn budgeting techniques, NSLDS.ed.gov navigation, credit basics and the ‘S.M.A.R.T. Goals’ steps in a timely fashion via our training. Other financial topics PMMs will be educated in and can direct students on include financial aid, FAFSA, fraud and tax prep resources. 

· Weekly hours to be set around class schedule and adhered to, along with flexibility to work occasional hours outside of weekly set schedule to take part in the department’s program events.  
· PMMs, along with the Assistant Director, prepare and attend various Financial Literacy programs, which total between 4 - 6 per semester.  
· The St. Kate’s PMM office is located on the St. Paul campus; applicant must hold office hours on this campus and also be willing to meet Minneapolis campus students or conduct training at that site as needed. 
· Must be able to create literature, presentations, advertising pieces and/or maintain social media site(s).

· Must possess excellent project management skills and follow through.

Responsibilities include:  

Research and Event Development:   PMMs spend time researching and developing topics of interest regarding money.  Then, that information may be used by either the mentor or her mentor colleague or the Assistant Director for the program as needed.  Additionally, the mentors put together handouts and presentation scripts/power points and more as needed for distribution or for their own education. Creativity, attention to detail, and good follow through is valued in the development of topics, materials and presentations.

Service to Campus Students and Classes:  With training and preparation help, Peer Money Mentors provide programs on various money management subjects to small groups of students (clubs, organizations, residence halls, classes, etc.) on topics such as Basic Budgeting, Managing Credit, Financial Goal Setting, Fraud Protection, Smart Spending and more.  Mentors will also meet one-on-one with students to discuss basic money management topics, provide resources, and encourage participation in the department’s programs.  
Marketing and Outreach:  Marketing and publicizing of Financial Literacy services, events, and more is a constant responsibility.  Marketing and outreach for this office includes:  tabling, designing print materials like posters and pamphlets, managing social media sites and email, and more. Creativity, attention to detail, and thoroughness is greatly valued.
Other duties:   Will be assigned by Assistant Director via weekly meetings. Generally will include tasks not listed above such as:  data input/management, office materials organization, cleaning office space, etc.
This opportunity is an excellent way to build consultative skills and your resume.  Training in money management is provided.  If you have questions you would like answered before applying feel free to contact moneymentors@stkate.edu.
