
JOB POSTING 
SCHOOL BASED PARENT COORDINATOR 

SCHOOL LOCATION – P.S. 115 The Alexander Humboldt School (06M115) 
Civil Service Title: Community Associate 

Salary Range: $32,237 - $39,000 
The Parent Coordinator is part of the administrative team working under the supervision of the principal.  The Parent 
Coordinator will engage with and involve parents in the school community by working with the principal, school staff, 
school leadership team, parent associations, community groups and parent advisory councils. 

This position focuses on creating a welcoming environment for parents.  The Parent Coordinator will identify parent and 
related school/community issues and work with the principal to see they are addressed in a timely manner. 
 

Duties and Responsibilities 
• Increases parent involvement in the school by working closely with all school, parent and community organizations. 
• Serves as facilitator for parent and school community concerns and issues including, for example, school policies or 

facilities issues. 
• Conducts outreach to engage parents in their children’s education. 
• Convenes regular parent meetings and events around topics of key concerns to parents. 
• Attends parent meetings along with the principal, where appropriate. 
• Works with the school parent association, where needed, to provide assistance in establishing by-laws, holding 

elections and conducting their affairs in accordance with Chancellor’s Regulation A-660. 
• Organizes back to school events and workshops to increase parental and community involvement and creates a 

welcoming school environment to parents. 
• Keep parents apprised of important dates, activities and events by creating Monthly Parent Newsletter and Bulletins 

to increase school to home communication.  
• Maintains ongoing contact with community organizations that are involved with providing services to the school’s 

educational program. 
• Serves as a school liaison to Central and Field-based parent support staff. 
 

Minimum Selection Criteria 
A Bachelor’s degree from an accredited college and two years of experience in community work in an area related to 
the duties described above; or an Associate’s degree or its educational equivalent and four years of experience in 
community work in an area related to the duties described above is preferred. 

OR 
A high school diploma and six years of experience in community work in an area related to the duties described above. 
The following qualifications are also preferred for the position: 

• Familiarity with the New York City public school system. 
• Presently or formerly a public school parent. 
• Experience with convening workshops. 
• Bilingual where there is a significant non-English speaking population. 
• Excellent communication, organizational, interpersonal and problem-solving skills. 
• Conflict resolution and mediation skills. 
• Experience working with families and parents in education and/or community issues. 
• Proficiency with Microsoft Office applications. 

Position will require flexibility with respect to work hours in order to meet the needs of parents, including early mornings, 
evenings and weekends.  The position may also require occasional assignment to different work sites such as during 
summer months. 
Application: To download an application click here.  To apply, please submit the required application along with a copy 
of your resume, no later than August 10, 2012, to: 

Angela Rodriguez, Principal 
P.S. 115 The Alexander Humboldt School  

586 W. 177 St. 
New York, NY 10033 

Phone (212) 927-9233 | Email: Arodriguez12@schools.nyc.gov 
In addition, each applicant will be required to produce a writing sample during each interview. 

 
AN EQUAL OPPORTUNITY EMPLOYER 

It is the policy of the Department of Education of the City of New York to provide educational and employment opportunities without regard to race, color, 
religion, creed, ethnicity, national origin, alienage, citizenship status, age, marital status, partnership status, disability, sexual orientation, gender (sex), military 
status, prior record of arrest or conviction (except as permitted by law), predisposing genetic characteristics, or status as a victim of domestic violence, sexual 

offenses and stalking, and to maintain an environment free of harassment on any of the above-noted grounds, including sexual harassment or retaliation.  
Inquiries regarding compliance with this equal opportunity policy may be directed to: Office of Equal Opportunity, 65 Court Street, Room 1102, Brooklyn, New 

York 11201, or visit the OEO website at http://schools.nyc.gov/OEO. 
Please Post 

http://schools.nyc.gov/NR/rdonlyres/260D9FDB-711A-4ABF-8B07-E79E3B4A291E/0/ParCoorApplicationcjc.pdf

