
Position Description Template Revised July, 2016 

 

CORNELL COOPERATIVE EXTENSION OF STEUBEN COUNTY 

TEMPORARY POSITION DESCRIPTION 
 

TITLE: Temporary Agriculture Program Assistant 

STATUS: Full time, hourly 

TIME FRAME: Up to one year [February 2017-October 2017 anticipated] 

DEADLINE: February 15 or until position filled 

TO APPLY: Send resume and cover letter to steuben@cornell.edu 

  

POSITION SUMMARY:  
Serves as a member of Agriculture team to coordinate and deliver established local educational 

programs for general agricultural topics targeting adult and youth audiences in Steuben County. 

Provides relevant educational programs to the public as well as technical assistance to individual 

farmers. Provides coordination and administrative assistance for educational programs.  

 

REQUIRED QUALIFICATIONS:  

 Associate’s Degree in  animal science, biology, agriculture, farm business management, or 

related field  

 Experience relevant to the role of the position. 

 Proficiency with windows-based software including use of the internet and Microsoft 

Office Suite including Outlook, Word, PowerPoint, Publisher, and Excel. 

 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. 

 Ability to transport supplies and equipment with or without accommodation. 

 Ability to clearly communicate and to read and write in English. 

 Ability and willingness to work with diverse audiences and maintain cultural sensitivity. 

 Ability to communicate effectively through verbal, written and visual channels using 

traditional methods and educational tools, as well as electronic technology (e.g., video, 

audio, computers, etc.). 

 Ability to follow procedures and written instructions. 

 Ability to relate effectively to co-workers, advisors, community and professional leaders. 

 Must demonstrate a high degree of integrity, sound professional judgment and the ability to 

handle confidential and sensitive information. 

PREFERRED QUALIFICATIONS:  

 Bachelor’s Degree in animal science, biology, agriculture, farm business management, or 

related field 

 One year experience providing educational opportunities and support to the agricultural 

and/or agribusiness communities. 

 Coursework in education highly preferred. 

 Experience with Cooperative Extension or other similar educational organizations. 

 NYS Pesticide license 

 Demonstrated strong customer service skills. 

 Detail-oriented. 

 Ability to plan and organize personal work responsibilities according to priorities developed 

with the immediate supervisor. 

 Knowledge of Steuben County or Finger Lakes region agriculture 
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RESPONSIBILITIES/ESSENTIAL FUNCTIONS:   

 

Program Delivery 80% 

 Deliver high quality programs to diverse adult and youth audiences, through various delivery 

methods and with specialized assistance as necessary, on topics including but not limited to 

dairy, livestock, field crops, local foods, and farm business management. 

 Utilize a variety of educational methods which may include direct teaching, group 

experiences, media, newsletters, electronic technology, internet, and distance learning to 

deliver program. 

 Occasionally apply existing subject matter knowledge to create lessons plans to deliver 

educational program.  

 Serve as subject-matter resource to staff and clientele, including schools, municipalities, 

partner agencies, farmers, and other groups as identified seeking specialized assistance from 

Supervisor, Executive Director, other association staff, and Cornell faculty/program units as 

appropriate.   

 Foster acceptance of program, methods, and policies to address community and individual 

needs and consider diverse audiences.  

 Represent CCE before the public, community leaders, government officials, Cornell or other 

land grant universities as part of program delivery.  

 

Program Evaluation 5% 

 Implement program evaluation as designed. 

 Interact with program participants, Association staff, program committees, county/community 

leaders, and other key stakeholders to collect evaluation data for improving programs. 

 Assist in analyzing collected program evaluation data for reporting and program 

improvement purposes using standard, established policy, procedure and methods. 

 

Coordination/Operation 10% 

 Apply existing subject matter knowledge to coordinate, compile, assemble, and organize 

existing program resources and program materials. 

 Effectively maintain existing professional relationships with other agencies, organizations and 

businesses that promote effective communication and facilitate continued programming 

efforts.   

 Provide moderately complex administrative tasks to support the delivery of established 

educational program goals, including primary responsibility for monthly Agriculture 

newsletter. 

 Provide low complexity limited tasks to plan the educational program and implement the 

program budget; submit program related expense receipts in a timely manner per procedure. 

 Assist Communications Coordinator in utilizing effective marketing strategies in the 

promotion of programming efforts to include, but not limited to: print media, news media, 

social media, and multi-media efforts. 

 This position may require the transport of program self and/or program materials/resources in 

performing position responsibilities. 

 

Professional Improvement 5% 

 Participate in all required orientation, training, and/or in-service meetings and trainings as 

scheduled/required.   

 Carry out assignments and other duties as assigned by supervisor, including but not limited to 

local fairs, community activities, etc. Collaborate in activities that are in general support of 
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Cornell Cooperative Extension including but not limited to attendance at staff meetings, 

timely reporting of expenses, working with other staff, general marketing of Cooperative 

Extension programs and other duties as assigned.  

 

Health and Safety  

 Support the Association to maintain a safe working environment. 

 Be familiar with and strive to follow any applicable federal, state, local regulations, 

Association health and safety policy/procedure/requirement and standard. 

 Act proactively to prevent accidents/injuries and communicate hazards to supervisors when 

identified. 

 

EEO/EPO and Policy  

 Appreciate and embrace diversity in all interactions with clientele, staff, volunteers and the 

public.  

 Assist the Cornell Cooperative Extension system in reaching out to diverse audiences. 

 Aware of, and adheres to, established Cornell Cooperative Extension Association of Steuben 

County policies, procedures and Cornell Cooperative Extension Skills for Success. 

 Contribute to the overall success of the organization by performing all assigned duties in a 

professional, timely and accurate manner. 

 Represent Cornell Cooperative Extension to the public, community leaders, colleagues, 

volunteers, members of Cornell University faculty and staff, government officials and the 

general public in a professional manner.   

 At all times act in a professional Customer Service manner including but not limited to 

business-like demeanor, tactful communications, cooperative, helpful, positive and receptive 

manner. 

 

 

 

Deadline: February 15 or until position filled 

To apply: Send resume and cover letter to steuben@cornell.edu 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Equal Opportunity Employment 

Cornell Cooperative Extension is an employer and educator recognized for valuing AA/EEO,  

Protected Veterans, and Individuals with Disabilities. 

 

 

mailto:steuben@cornell.edu


Position Description Template Revised July, 2016 

 

Skills for Success 

 (The following skills are essential for individual and organizational success.) 

Skills Examples of Demonstrated Behavior 
 

 Support the association to maintain a safe working environment. 

 Be familiar and strive to follow any applicable federal, state, local regulations, association health and safety 

policies, procedures, requirements or standards. 

 Act proactively to prevent accidents/injuries and communicate hazards to supervisors when identified. 

 
 

 Demonstrates competence in tools, equipment, software and technologies to effectively complete 

assignments and job tasks. 

 Maintains professional certifications, licensing and education in functional expertise and effectively applies 

knowledge. 

 Understands, interprets and applies regulations, policies and contracts to deliver effective results. 

 Uses good judgment, information and observations to evaluate and recommend actions to support decisions 

and deliverables. 

 
 

 Demonstrates the ability to communicate across difference to create a collaborative, collegial, and caring 

community. 

 Increases cooperation, honesty, openness and a welcoming environment for all and speaks up when others 

are being excluded or treated inappropriately. 

 Supports/increases participation of key and diverse employees in career/professional development 

opportunities and in campus/community involvement. 

 Actively supports work/life integration in the workplace. 

 Recruits, hires and engages high performing diverse employees. 

 
 

 Anticipates and adapts to changing priorities and additional demands. 

 Is flexible, open and receptive to new information, ideas and approaches which enhance Cornell’s capacity 

to thrive in  

the future. 

 Embraces, promotes and implements change. 

 Modifies one’s preferred way of doing things when it benefits the whole focusing on long-term vision 

rather than  

short-term gains. 

 
 

 Is self-aware; seeks and acts upon performance feedback. 

 Seeks and acts on opportunities for development; takes measures to ensure personal well-being and 

balance. 

 Works to continuously learn and improve. 

 Applies learning to evolving assignments. 

 
 

 Expresses thoughts clearly, both orally and in writing. 

 Demonstrates effective listening skills; seeks to understand and be understood. 

 Asks questions and shares knowledge and information to help others clearly understand processes and 

desired results. 

 Gives, receives and acts upon helpful and timely feedback. 

 

 

 

 Shows respect, compassion and empathy for others, even in difficult situations, building an environment of 

trust. 

 Works effectively and cooperatively with others, willingly admitting mistakes and offering apologies. 

 Acknowledges the support and contributions of others, involving them as appropriate when outcomes will 

impact their work. 

 Has a positive attitude and understands how behaviors impact others. 

 

 

Health and 

Safety 

Job Skills 

 

Inclusiveness 

 

 

 

 

Adaptability 

Self- 

Development 

 

Communication 

Teamwork 
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 Is diplomatic, courteous and welcoming, striving to satisfy external and internal customers. 

 Supports ideas, solutions and changes to processes to ensure high quality outcomes. 

 Reaches out in a timely and responsive manner to resolve problems and conflicts. 

 Negotiates well, finding and orchestrating win-win solutions. 

 
 

 Strives to develop and implement best practices; encourages others to adopt a culture of sustainability and 

efficiency. 

 Demonstrates high standards of personal conduct and owns the consequences of one’s own actions. 

 Exercises sound and ethical judgment no matter how difficult or contrary; considers environmental, 

economic, compliance and social impacts in decision-making. 

 Shows commitment to unit and Association goals and delivers results. 

 

  Looks for advancements in products, processes, services, technologies or ideas. 

 Identifies opportunities in challenges and shows initiative to make changes. 

 Demonstrates innovative, creative and informed risk taking. 

 Shows foresight and imagination to see possibilities, opportunities and trends. 

 

 

 

Service-Minded 

Stewardship 

Innovation 


