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Application for the Role of Temporary Finance Assistant
Application Instructions:

Complete this form and return it to Stacey Young at sly25@cornell.edu, with your resume, letter of interest (optional), and the names and contact information for three references. This position is open until filled. 

Position Information:

The temporary finance position is a non-exempt, hourly position. This position is benefits eligible. The work schedule is Monday – Friday, 8am – 4:30pm. The primary work location is the CCE office in Hamden, NY. The anticipated pay for this position is $22.00 per hour. This is a temporary position and is expected to last one year. 

This position will:

Assist in tracking and providing the daily financial and business functions of the accounting process for Association accounts. Prepare Accounts Payable documents, print checks, and copy/file all back-up related to payables. Prepare Accounts Receivable invoices. Track, verify, and assist in monitoring all accounts assigned. Work with administrative, program and management staff to prepare grant billings and other Association invoices.

This position will work with the SBN Finance Lead, as well as Association Finance Manager and Executive Director to complete assigned financial and records management tasks of the Association in a timely and efficient manner.
Required Qualifications: 

• High School Diploma or equivalent education and two years of experience in accounting, finance, or related field.

• Advanced skills in Microsoft applications including Excel, Word, Publisher, PowerPoint, Access and Outlook and other subject-or-industry-related client tracking software-to enter data and process information, create computer reports.

• Must be able to maintain confidential information relating to financial and sensitive personnel matters.

• Ability to create and utilize spreadsheets, operate calculators, and maintain an orderly set of files.

• Ability to organize and prioritize work and meet deadlines.

• Ability to work as a team member.

• Ability to identify problems and suggest solutions.

• Ability to meet travel requirements associated with this position.

• Ability to meet acceptable background check standards.

• Ability to work flexible hours which may include evenings and/or weekends, as appropriate.
Preferred Qualifications: 

• Associate degree.

• Experience working with Acumatica Finance System.
• Experience with non-profit, accrual basis of accounting.

• Willingness to learn new skills and information.
Benefits:

Benefits include:

· 401(k)
· Dental insurance
· Flexible schedule
· Flexible spending account
· Health insurance
· Paid time off
· Retirement plan

Applicant Information:

Name:_________________________________________________________
Email Address:___________________________________________________
Phone Number:___________________________________________________
Mailing Address:___________________________________________________



    ___________________________________________________

CORNELL COOPERATIVE EXTENSION ASSOCIATION IMPORTANT NOTICE TO APPLICANTS 

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND EDUCATOR Cornell Cooperative Extension is collaboration among Cornell University, the United States Department of Agriculture, the State of New York, and the residents of New York State. Per NYS Law, county and regional extension service associations are subordinate governmental agencies. This employment opportunity is with the entities listed and not with Cornell University. __________________________________________________________________________________________
DIVERSITY Cornell Cooperative Extension is solidly committed to diversity, equal opportunity and affirmative action in the development of its policies, programs, procedures and practices through its affiliation with Cornell University, and as a part of the national extension system through the United States Department of Agriculture. CCE's mission, vision and values are well entrenched in the principles of diversity, equal opportunity and affirmative action, and provide the foundation from which we operate. __________________________________________________________________________________________ DISABILITY ACCOMMODATION AVAILABLE FOR APPLICANTS I understand that if I require an accommodation for a disability so that I may participate in the selection process I am encouraged to contact the Cornell Cooperative Extension (CCE) at 607-255-2117 or email at cce.recruitment@cornell.edu. __________________________________________________________________________________________ REFERENCE AND BACKGROUND CHECKING Applying for a specific job authorizes Cornell Cooperative Extension to contact any of your schools, your current* and former employers, or other references for the purpose of verifying information and/or obtaining an account of your education, work experience and skills. By applying for a job you agree to hold any and all of your reference sources harmless and free of any liability for releasing such information. Please note that a more extensive background check is part of the employment decision making process and you will need to sign any necessary disclosure and release forms including, but not limited to, an authorization form as part of the hiring process.  * Please note that the point at which your prospective hiring supervisor will contact your employer may vary; however, this is most commonly done on a preemployment basis usually after the initial interview. If you have concerns about having your current employer contacted, please communicate those concerns to the person who conducts your initial interview to determine what, if any, alternatives exist. __________________________________________________________________________________________EMPLOYMENT ELIGIBILITY VERIFICATION All offers of employment by Cornell Cooperative Extension are contingent on the provision of satisfactory proof of your identity and legal authority to work in the United States. Prior to or on your first day of employment, you must comply with the requirements of the U.S. Citizenship and Immigration Service's Employment Eligibility Verification (I-9 Form). __________________________________________________________________________________________ OFFERS OF EMPLOYMENT Please be advised that Cornell Cooperative Extension will not be bound by offers or conditions of employment other than those made in official offer letters. __________________________________________________________________________________________APPLICATION FRAUD & MISREPRESENTATION I certify that all statements (verbal and written) made on any and all material collected during the hiring process are true, complete and accurate and I understand that misrepresentation or omission of facts called for in the employment application, resume, interview process or other application material may prohibit consideration for employment at CCE and is cause for immediate termination if employed. __________________________________________________________________________________________APPLICANT STATEMENT I hereby authorize investigation of all statements contained in this and other application documents. I understand that references contacted will not necessarily be limited to those indicated on this application. I authorize my former employers/schools and other individuals to release information relevant to my knowledge, skill, ability, experience, and suitability for the position for which I am applying. I further understand that employment with a Cornell Cooperative Extension association is “at will” in that I, or the employer, may terminate employment at any time or for any reason consistent with applicable state or federal law. By signing the statement, I willfully accept the terms listed above.  I certify that I have read the above statements and understand their contents  
Applicant’s Signature: ______________________________________   Date: _________________
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