
 
 

JOB POSTING 

OFFICE OF HUMAN RESOURCES 

August 20, 2026 

 

POSITION: Student Accounts Assistant (Part-Time)  

 

DEPARTMENT:      Finance 

 

REPORTS TO: Student Accounts Manager  

 

DIVISION: Finance 

 

HOURS: Non-Exempt, Part-Time, 25 hours per week; Monday–Friday, 9:00–2:00  

 

PAY RATE:              $17.50 to $18.50/per hour 

 

GENERAL DESCRIPTION: The Student Accounts Assistant provides front desk, customer service, billing, 

payment processing, and administrative support for the College’s Student Accounts Office. This part-time 

position serves as a primary point of contact for students and families by phone, email, and in person regarding 

student accounts, tuition billing, and payments. The position also supports daily office operations, including 

cash handling, account reconciliation, bank deposits, and general administrative support. 

 

SPECIFIC RESPONSIBILITIES: 

• Provide friendly and professional assistance to students and families regarding student accounts, billing, 

payments and other routine account questions. 

• Assist with student billing, refunds, and financial clearance for registration. 

• Prepare and balance the daily bank deposit. 

• Generate routine financial and student account reports. 

• Monitor online tuition payments and assist with routine account discrepancies. 

• Assist the Student Accounts Coordinator with reports, paperwork, and other daily office needs. 

• Perform other duties as assigned. 

 

QUALIFICATIONS: High school diploma or equivalent required. Associate degree or relevant experience in 

accounting, accounts receivable, billing, bookkeeping, banking, cash handling, customer service, or office 

administration preferred. Working knowledge of Microsoft Office, including Excel, is required. The successful 

candidate must demonstrate strong attention to detail, accuracy, organization, customer service, and the ability 

to prioritize work and meet deadlines independently. 

 

NOTE: Due to the driving/travel requirements, this position is subject to the College’s Motor Vehicle Use 

Policy and the employee will be required to sign a release for a Motor Vehicle Report upon hire.  This release 

will remain in effect through the duration of employment unless revoked in writing.  Motor Vehicle Report 

checks are conducted annually by the College. 

 



Northeast College of Health Sciences is committed to creating a culture of diversity, equity, inclusion, and 

belonging with our college campus community. In support of our institutional values, we acknowledge each 

person’s unique experience, perspective, and ability as contributions that both enrich our community and 

enhance the professions and people we serve. As such, the College is dedicated to providing equitable 

opportunities to all future and current employees. 

 

If you are interested in applying for this position; please submit a cover letter of interest, resume and 

contact information for three professional references to: the Office of Human Resources, 2360 State 

Route 89, Seneca Falls, NY  13148, or e-mail your response to: humanresources@northeastcollege.edu 

 

* Employment is subject to the favorable result of a background investigation and where applicable, 

confirmation of appropriate degrees and credentialing. 

 

Northeast College of Health Sciences is an Equal Opportunity employer and does not discriminate against 

students or employees on the basis of age, race, color, creed, gender, sexual orientation, or handicapping 

conditions (or any other protected status) in its educational programs, financial aid, activities, admissions 

and employment practices. 
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