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CORNELL COOPERATIVE EXTENSION 

STAFF POSITION DESCRIPTION NON-EDUCATOR 
 
 

 

POSITION SUMMARY and PREFERRED QUALIFICATIONS are combined for any associated posting. 

POSITION SUMMARY: Explain the purpose for the position and summarize the responsibilities. 

 

Provide clerical/administrative support. Perform general typing/word processing of correspondence, manuscripts, 

reports, office forms, etc. Provide typing/word processing of a variety of letters, brochures, technical papers and 

manuscripts that possibly require familiarity with technical terminology; use software functions to edit, format, 

produce, and display. Draft routine correspondence, usually from written instructions. Use worksheets and databases for 

data entry.  

 

Handle general record keeping, such as preparing vouchers, posting of financial books, billing tasks, etc. Assign or 

coordinate tasks and small projects; give guidance to temporary support staff performing similar work. Perform routine 

data collection, compilation, or basic statistical data computations. Arrange straightforward meetings, appointments, 

and travel. Prepare simple reports from records.  

 

Provide general support to professional and paraprofessional staff, give assistance to volunteers. Provide quality 

telephone and reception service, create a positive public image to everyone who visits or calls Cornell Cooperative 

Extension. 

 

28 hours per week – Monday, Wednesday, Thursday, Friday, 8:30 a.m. – 4:30 p.m.; $12.63 per hour 

 

REQUIRED QUALIFICATIONS: Specify required minimum equivalency for education, experience, skills, information 

systems knowledge, etc. 
 

High school diploma and two (2) years related volunteer or work experience.  Associate Degree preferred. 

 

PREFERRED QUALIFICATIONS: Specify preferred specialized education, field and/or certifications. 

 

Knowledge, Skills and Abilities Required: 

 Ability to work with electronic technology, primarily computer applications. 

 Basic knowledge of Windows operating systems: 

o Ability to use Windows Explorer (navigate drives, folders and files), launch and close applications, 

print documents, use the Windows clipboard (copy and paste text / images), create and save files 

 Basic understanding of the following types of applications: 

o Web Browser (e.g., Internet Explorer, FireFox, etc), Email Client (e.g., Outlook, etc), Word Processing 

(e.g., MS Word, WordPerfect, etc), Spreadsheets (e.g., Excel, Lotus, etc), Databases (e.g., Access, 

Excel, etc) 

 Basic understanding of how to use the internet as a resource: 

o Ability to use a search engine (Google, Cornell  People Search, Vivo, etc) 

o Ability to submit information via a web form (e.g., CCE HelpDesk, etc.) 
 

   Position #: 00110534 

Classification Job Title: Extension Association Administrative Assistant II   

Working Title  (if different): Receptionist/Bookkeeper Exempt:  Nonexempt:  

County Association: Fulton Montgomery   

Immediate Supervisor’s Name and Classification Job Title: Marilyn J. Smith, Executive Director 

Date:____04/01/2011 
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 Ability to communicate effectively both verbally and in writing. 

 Ability to work with, listen to, and communicate with paid staff and volunteers. 

 Ability to organize priorities and manage job responsibilities. 

 Ability to work flexible hours as essential job functions require. 

 Ability to work independently with minimal direct supervision. 

 Capable of receiving and conducting training. 

 Ability to relate well to adults and youth. 
 

Desirable: 

 Experience in data management. 

 Coursework and/or previous experience with business and accounting. 

 Previous experience with switchboard and reception responsibilities. 

 Knowledge of Cornell Cooperative Extension. 

 Familiarity with communities and populations in Fulton and Montgomery Counties. 

 

 

Special Requirements of the Position: 

 Complete a human subjects training 

 Confidentiality 

 Needs to provide reliable transportation appropriate to the responsibility of the position 

 Workweek needs to be somewhat flexible 
 

 
 
 


