NEW YORK CITY DEPARTMENT OF EDUCATION

DIVISION OF HUMAN RESOURCES

65 Court Street

Brooklyn, NY 11201

PLEASE POST











5/2/2016

POSITION:
SCHOOL SECRETARY – D79: Alternative Schools and Programs
(D79 Programs include Pathways to Graduation, LYFE Program, Restart Program, East River Academy, Passages Academy and Co-Op Tech)
LOCATION:
All five boroughs 
ELIGIBILITY:

Possession of a Regular New York City License as a SCHOOL SECRETARY

SELECTION

CRITERIA:

1.    Satisfactory performance from September 2, 2014 through June 30, 2016
2. Satisfactory record of attendance and punctuality
3. Demonstrated knowledge of payroll procedures

4. Demonstrated knowledge and successful practice of appropriate general office procedures
5. Demonstrated knowledge of Department of Education accounting systems, record keeping in supply and payroll procedures

6. Demonstrated knowledge of ATS system preferred, including access to student information and scanning procedures, i.e. test scores, biographical data, attendance and special reports

7. Demonstrated knowledge and practice of accurate recordkeeping of student attendance with a transient population

8. Preference given to appointed school secretaries

9. Other criteria that the district may require in accordance with UFT Collective Bargaining Agreement

GENERAL DUTIES

& RESPONSIBILITES
1.    Work under the direct supervision of the summer school site supervisor

2. Fulfill routine secretarial tasks, including word processing, phone calling, attendance scanning, filing and correspondence

3. Prepare per session service reports

4. Prepare statistical and attendance reports

5. Maintain home contacts

6. Prepare reports as needed

7. Other duties and responsibilities that the district may require in accordance with the UFT Collective Bargaining Agreement

SALARY:

Per Session rate as per UFT Collective Bargaining Agreement

WORK SCHEDULE:
Please refer to local school postings for dates and times of summer program
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 retention rights guidelines and other information on the “summerjobs” website.
PER SESSION VACANCY NOTICE


SCHOOL SECRETARY 


D79: Alternative Schools and Programs Summer 2016 (Pathways to Graduation, LYFE Program, Restart Program, East River Academy, Passages Academy, Co-Op Tech)





NUMBER OF POSITIONS SUBJECT TO STUDENT ENROLLMENT and FUNDING AVAILABILITY











