
NEW YORK CITY DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES
65 Court Street

Brooklyn, NY  11201

PLEASE POST 










05/02/2016

POSITIONS:

Secretary:  Elementary, Middle School and High School – see application requirements below
LOCATION:

Various locations citywide (2-3 sites per borough; 1, possibly 2 for elementary and 1 for middle/high school students)
ELIGIBILITY:

New York City Department of Education license as a School Secretary 
SELECTION
CRITERIA:


1. Satisfactory ratings from September 2, 2014 through June 30, 2016
2. No substantiated allegations of misconduct stemming from an OSI or SCI investigation or any misconduct that has led  to the filing of disciplinary charges within the past three years

3. Experience and familiarity with New York City Department of Education payroll regulations, forms and procedures (including EIS).

4. Experience and familiarity with New York City Department of Education purchase order and requisition preparation and procedures (including FAMIS).

5. Experience and familiarity with student attendance

6. Strong record keeping and timeliness skills

7. Exceptional computer skills (including MS Word and MS Excel) preferred

8. Must be able to work collaboratively with STEM Program staff and teachers 

9. Excellent communication skills

DUTIES & RESPONSIBILITIES:

Under the direct supervision of STEM SITC Site Supervisor, the secretary will:
1. Facilitate all payroll, payroll records and information
2. Support STEM program staff by performing the necessary administrative tasks and responsibilities (e.g. attendance; parent outreach as needed) 

3. Maintain appropriate student and staff records

4. Perform other related tasks as needed
SALARY:

Per Session as per UFT Collective Bargaining Agreement

WORK SCHEDULE:
Summer Session: July 7, 2016 – August 11, 2016
Monday – Thursday from 8:30 AM – 2:30 PM
Professional Development to be held prior to the start of the program (June 29, June30 and July 1, 2016)
Minimum of 132 hours per position, and applicants must be available for the full calendar of instructional days
Professional development will be compensated at the per session contractual rates
APPLICATION:
Applications must be entered on-line by 05/27/2016.  As of 04/26/2016, applications may be entered online via the web 24 hours per day / 7 days per week at https://www.nycenet.edu/summerjobs 
· Please upload your resume and include your cover letter as part of the resume document

· Use the comment box, above the resume upload, to state your two (2) preferred borough locations.

·  A letter of recommendation from your principal is also needed and should be emailed to summerstem@schools.nyc.gov with subject line “STEM SITC– Your Name-Recommendation Letter

See guidelines and other information on the “summerjobs” website.
PER SESSION VACANCY NOTICE 
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NUMBER OF POSITIONS SUBJECT TO STUDENT ENROLLMENT and FUNDING AVAILABILITY












