Borough of Manhattan Community College’s Advocacy and Resource Center (ARC) is looking for a part-time College Assistant to join our team. The position is fully in person and involves clerical responsibilities.
Applicants should be available to be on campus working in-person for all 20 hours in the mornings Monday through Friday. Position begins in Fall 2026.
General Duties - Front desk reception:

· Under supervision, performs clerical, administrative, or other work related to the operation of the ARC office.
· Manages busy front desk reception area, including answering phones and greeting students/College Community members. 
· Provides students with specific and general information pertaining to the ARC office and other college services.
· Performs routine clerical work; may operate office machines (such as copiers), sort and distribute mail, issue keys and identity cards, act as messenger, and perform related tasks as required.
· There is one Assignment Level for this position. All personnel perform related work. This specification describes typical assignments; related duties may be assigned as needed by the ARC Director or her designee.
Minimum Qualifications: Must demonstrate sufficient skills to perform the duties of the assigned tasks.
· High School diploma or GED.
· Excellent customer service skills.
· Strong conflict resolution skills.
· Detail oriented and able to multi-task with strong communication skills.
· Ability to work in fast-paced environment as part of a team.
· Proficient in Microsoft Office with advanced knowledge of Excel and Outlook.

Compensation:
$19.12/hour – 20 hours a week

Interested applicants please send an email with your resume to Sadiqa Wahhaj at swahhaj@bmcc.cuny.edu. No calls please. 

Deadline to Apply: Resumes will be accepted until August 21, 2026, with Hiring Committee review to begin August 24, 2026.



