NEW YORK CITY DEPARTMENT OF EDUCATION

DIVISION OF HUMAN RESOURCES

65 Court Street
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5/2/2016
 PLEASE POST

PER SESSION VACANCY NOTICE       

FAMILY ASSISTANT
SUMMER SCHOOL 2016
NUMBER OF POSITIONS SUBJECT TO STUDENT ENROLLMENT and FUNDING AVAILABILITY

POSITIONS:
FAMILY ASSISTANT – Summer School 2016
LOCATIONS:
Selected schools in each school district throughout the five (5) boroughs
ELIGIBILITY:     
Currently employed as a family assistant in Community School Districts and High Schools throughout the five (5) boroughs
SELECTION

CRITERIA:
1. Excellent record of attendance and punctuality

2. Demonstrated ability to work with supervisors and other school-based staff

3. Demonstrated history of good human relations


 
4. Demonstrate ability to efficiently carry out assignments


5. Knowledge of attendance procedures and/or the ATS system  


  6. Recommendation of current school principal preferred
GENERAL DUTIES &

RESPONSIBILITIES:
1. Work under the direct supervision of the summer school site supervisor
2. Confer with supervisors and/or Attendance Teacher(s) regarding 

 
    outreach on attendance issues
3. Make home visits as necessary

4. Assist with attendance procedures, which may include utilizing the 


    ATS system



5. Assume clerical responsibilities as assigned


6. Maintain a daily log of activities

7. Confer with the guidance counselor to provide support services
8. Inform parents of public/private agencies that provide services to

  
    families 
WORK SCHEDULE:     Elementary and Middle Schools:  Please refer to the local school posting for     dates and times of summer program
High School: Please refer to the local school posting for dates and times of the summer program
SALARY:
Per session rate as per DC 37 Collective Bargaining Agreement
APPLICATION:
Applications must be entered on-line by 5/27/2016.
As of 4/26/2016 applications may be entered online via the web 24 hours per day / 7 days per week at https://www.nycenet.edu/summerjobs 
See guidelines and other information on the “summerjobs” website.
