FAQs – CERTIFICATION AND APPOINTMENTS 

(Administrative Employees))

Q: Do I apply to Certification and Appointments to become a teacher or resolve licensing issues?
A:  No, Certification and Appointments assists in the selection, placement, and reassignment of non-pedagogic civil service employees such as Education Analyst/Officer Clerical Aide, Bookkeeper and Principal Administrative Associate. For more information, please go to http://www.nycenet.edu/offices/dhr/admin_services/ca.aspx or contact Thomas Seluga at tseluga@nycboe.net.  

Q: Who are non-pedagogic civil service employees?
A: Non-pedagogic civil service employees are staff in central and regional offices performing duties that are related to payroll, budget, finance, human resources and business operations. .This includes such titles as Education Analyst/Officer Clerical Aide, Bookkeeper and Principal Administrative Associate. For more information, please go to  http://www.nycenet.edu/offices/dhr/admin_services/ca.aspx or contact Thomas Seluga at tseluga@nycboe.net.  

Q. What is the civil service process?
A: The Department of Education fills many of its non-pedagogic civil service positions through a process guided by the New York State Civil Service Law. The law is in place to help ensure that the hiring process is competitive and fair. Generally, the City uses examinations to measure a potential candidate's "merit" and "fitness" for the particular position. Taking an examination is the start of the hiring process that may lead to you getting a job with the City. For more information, please go to http://nyc.gov/html/dcas/html/civilservice.html or  contact Thomas Seluga at tseluga@nycboe.net
Q: How do I become an administrative civil service employee?

A: About 85 percent of our non-pedagogic civil service positions require candidates to take and pass a civil service examination to be eligible for appointment. These examinations are administered by the City’s Department of Citywide Administrative Services. For more information about examinations schedules and how to apply, please go to http://nyc.gov/html/dcas/html/employ.html or  contact Thomas Seluga at tseluga@nycboe.net.  

Q: How do I become aware of vacant non-pedagogic civil service positions?
A: On occasion it is necessary to fill positions for which no civil service list exists. The Division of Human Resources advertises these positions on its Career Opportunities website. For more information, please go to New York City Department of Education website at: http://www.nycenet.edu/offices/dhr/opportunities/  or contact Thomas Seluga at tseluga@nycboe.net.  

Q: My paycheck is wrong, who do I call? 

A: You should contact your timekeeper to determine what is wrong with the paycheck and obtain assistance in correcting the issue. If the timekeeper cannot resolve the matter, he/she can submit a payroll inquiry to the central payroll office on your behalf. 

Q: What address do I use for a request to verify my employment?
A: Requests for verification of employment must be handled at the local level. If you work in a school, the school secretary can assist with verifying your employment. If you are assigned to a regional location, your timekeeper can be contacted directly, and if you work in a central organization your timekeeper or local Personnel Director is available to assist and provide information. If you apply for a mortgage or other type of loan, please make certain that the lending institution forwards all requests for verification to the appropriate person at your worksite. 

Q: As part of the application process, what is acceptable proof of education?
A: Many civil service job titles require applicants to have a high school level education. When you file an application form, you will be required to produce an original high school or equivalency diploma or an original college diploma.  Providing your education documents at the time your application is reviewed will afford the Department of Education an opportunity to officially and properly verify your education experience. Current City policy does not allow us to accept copies.

Q: What happens if I no longer have my original high school or equivalency diploma?

A: If you do not have your actual high school diploma, a letter must be sent directly to the Department of Education from the school where you graduated. It must be on their stationery, with your name (maiden name, if applicable), date of birth and the date of graduation. If you do not have your equivalency diploma, you must contact the appropriate State Education Department to request a duplicate diploma or to obtain a letter indicating your name (maiden name, if applicable), date of birth and the date the diploma was awarded. All letters of verification must be mailed directly by the school or State Education Department to the New York City Department of Education, Division of Human Resources, Certification and Appointments, 65 Court Street, Room 501, Brooklyn, NY 11201. Original duplicate diplomas may be presented in person.

Q. Can I use foreign credentials to qualify for employment?
A.: Yes, but in most cases, it is just not possible to evaluate foreign credentials. If you need to use a foreign diploma, degree or credits to qualify, you must have a translation, not an evaluation, from an acceptable translation agency. Remember that there is a difference between a translation and an evaluation. If you think that your credentials are equivalent to a Baccalaureate Degree or higher, or feel that you have more credits than we are able to accept, you have the option to apply for evaluation by the New York State Education Department. An application (Form OTAPP-6, 5/98) may be obtained from the Office of Recruitment, 65 Court Street, Room 102, Brooklyn, NY 11201.

Q: How can I go about buying back of time for retirement purposes?.

A: You may inquire at the New York City Board of Education Retirement System, 65 Court Street, Room 1602, Brooklyn, NY 11201, telephone number (718) 935-2317.

