[image: image1.jpg]The College at
@ BROCKPORT

STATE UNIVERSITY OF NEW YORK




















Vacancy








Announcement









AMENDED
	Department:
	Student Accounts
	Item#:
	TBD

	Budget Title:
	Staff Assistant, SL-2 
	Salary:
	$37,872-$40,000


Description of Duties: Position will be responsible for a variety of financial reconciliations, including daily cash and campus card transactions, and alternative loans.  Will be responsible for analyzing, researching and resolving account discrepancies.   Position will extract data from the student and/or finance system and develop reports, spreadsheets and other documents as directed. Position will execute the highest level of quality customer service via phone, in-person, email and other electronic means to students, families, the College community and external entities; will be responsible for maintaining thorough understanding of student account information and processes, and for providing students and their families with accurate information in a professional manner.  Position will serve as initial point of contact for NYS tuition residency questions and Tuition Refund Committee appeals; will be responsible for maintaining thorough understanding of relevant policies and regulations, and will provide accurate information in a professional and courteous manner.  Position will serve as campus liaison for cash management policies; will develop and execute training for the College community on an as-needed basis.   Position will update and maintain the Student Accounts and Accounting Services web pages using Dreamweaver and other programs as appropriate.  Position will assist department in all aspects of system maintenance, including Banner patch and upgrade testing, report writing and development, testing of all current and future software systems, and execution of (system) process improvements for the Student Accounts and Accounting Services Office.  Position will monitor and evaluate student account and other data for deficiencies, provide assistance/recommendations to correct problems, collect and analyze statistics and information, develop and implement methods of data analysis.  Position will serve as backup to NYS TAP certification and payment processing. Position will be responsible for all supply orders and purchase requisitions, equipment maintenance contracts and equipment inventory.

Required Qualifications: 

Bachelor's Degree and minimum of two years experience in a bookkeeping or accounting environment with knowledge of upper-level accounting functions.  Demonstrated customer service experience.  Demonstrated experience in system/program testing, system report writing, and system support related to system output, report analysis, web design and maintenance.  Ability to detect anomalies in large amounts of financial or system data.  Experience creating and maintaining complex Excel spreadsheets. Excellent interpersonal and communication skills. Demonstrated technical skills, including proficiency in computer applications and the aptitude to learn new technology.  Ability to set priorities, meet deadlines and handle multiple tasks; demonstrated ability to work in a fast-paced environment .  Ability to work effectively with students, public, college community and external constituencies, with an appreciation for cultural and group differences.

Preferred Qualifications: 

Experience with Banner student information system. Experience in higher educational setting.  
Experience in Student Account or Accounting operation. Experience with Financial Aid (loans, grants)  

Experience in system report writing such as SQL and/or Brio

Apply online at: https://www.brockportrecruit.org. Please attach a cover letter, resume and contact information for three professional references.  Official transcripts required upon hire.  All positions are subject to final budgetary approval.     







Amended Posting Dates: July 15, 2010 – August 5, 2010 
To learn more about The College at Brockport, visit our Web site at:  http://www.brockport.edu.

State University of New York is an Equal Opportunity/Affirmative Action Employer
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	Fall 2010


