Job Vacancy Notice
Job Title: College Assistant (500050)
Job ID: 
Location: Borough of Manhattan Community College - Center for Continuing Education & Workforce Development (25 Broadway, New York, NY, 10004)
Regular/Temporary: Regular
GENERAL DUTIES
· Under supervision, performs miscellaneous clerical, administrative, research or other work related to the operation of a College or other unit where such work is required on a part-time basis or for a period of limited duration.
· 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.
· Maximum tenure for any employee in this hourly position is 1040 hours per year.
· Performs routine clerical work; may answer and attend to telephone calls; maintain records, operate office machines (such as copier), sort and distribute mail, issue keys and identity cards, act as messenger, and perform related tasks as required.
· Types letters, memoranda, charts, and similar materials.
· Acts as cashier.
· Assists in statistical or research activities. May collect and compile data, code data for computer entry, perform data entry, and run computer reports.
· Performs clerical library work, such as sorting and shelving books, performing data entry into library systems, or binding books and periodicals.
· Assists in instructional programs, including tutoring and assisting students in areas such as reading and mathematics. May assist in speech and hearing therapy, provide musical accompaniment, and/or distribute and collect physical education equipment.
· Enters and maintains departmental records such as inventory control records, rosters, directories, and schedules.
· May operate computers, computer software, and other electronic equipment in performing assigned tasks.

CONTRACT TITLE
College Assistant
FLSA
Non-exempt
MINIMUM QUALIFICATIONS:
Must demonstrate sufficient skills to perform the duties of assigned tasks.
COMPENSATION:
This is a part-time position of up to 20 hours per week. Evening hours may be needed to carry out normal business operations. Hourly rate is $19.13
BENEFITS:
CUNY offers a comprehensive benefits package to employees and eligible dependents based on job title and classification. Employees are also offered pension and Tax-Deferred Savings Plans. Part-time employees must meet a weekly or semester work hour criteria to be eligible for health benefits. Health benefits are also extended to retirees who meet the eligibility criteria.
HOW TO APPLY:
For full consideration, submit a cover letter and resume online via CUNY's web-based job system, addressing how your experience and credentials fulfill the responsibilities and qualifications outlined. The direct link to the job opening from external sources is:
Current CUNY employees must apply through CUNYfirst Employee Self Service using your login credentials. After you login to CUNYfirst, navigate to job openings by following the path from the Main Menu: Employee Self Service –>Careers
CLOSING DATE:
Resumes will be reviewed on a rolling basis, according to departmental vacancies.
JOB SEARCH CATEGORY:
CUNY Job Posting: Support Staff
EQUAL EMPLOYMENT OPPORTUNITY:
CUNY encourages people with disabilities, minorities, veterans, and women to apply. At CUNY, Italian Americans are also included among our protected groups. Applicants and employees will not be discriminated against on the basis of any legally protected category, including sexual orientation or gender identity. EEO/AA/Vet/Disability Employer.
CAMPUS SPECIFIC INFORMATION:
The Borough of Manhattan Community College (BMCC) is a vibrant, pluralistic learning community committed to students’ intellectual and personal growth. The College bridges the economic and educational opportunity gap for students, more than half of whom are the first in their families to attend college. Working to strengthen a culture of care inside and outside the classroom, we share a passion for learning with students from around the world. Strategically located in downtown Manhattan, the College is in close proximity to the artistic communities of Tribeca and SoHo, the dynamic downtown financial district, and the center of New York City government at City Hall. BMCC prides itself on the diversity of our students. We are an inclusive community that promotes an atmosphere of mutual respect for each member’s ethnicity, gender, age, disability, religion, political preference, sexual orientation, gender identity, and national origin, among other personal characteristics. BMCC’s motto speaks to this shared sense of purpose and possibility: Start Here, Go Anywhere. We strive to increase degree completion, successful transfer, career achievement, and service and leadership within our community, New York City, and beyond.
BMCC is seeking a College Assistant for assignment at the Center for Continuing Education & Workforce Development. Under the supervision of the Director of Allied Health and Special Initiatives, the incumbent will perform miscellaneous clerical, administrative, research or other work related to departmental operations of the Workforce Development Initiative – Patient Care Technician grant program. 
Employees in the College Assistant title work up to 20 hours per week, and 1,040 per fiscal year. This position is contingent on grant funding and continuing financial viability through June 2027.
In addition to the CUNY Title Overview information, other key duties include, but will not be limited to the following:
· Provide general administrative support, such as front desk coverage; schedule, screen visitors and calls; take detailed messages and relay to appropriate parties; file, organize, and scan documents; and maintain office and web accounts.
· Assist with statistical or research activities, which can include collecting and compiling data, performing data entry, and running computer reports. 
· Enter and maintain departmental records, such as inventory control records, rosters, directories, and schedules.
· Assist with sorting and distributing mail, and act as a messenger.
· Assist with managing general office mailboxes, distributing emails to appropriate parties, and responding to emails as needed.
· Respond to routine questions and requests from students and staff.
· Draft communications, letters, or memorandums.
· Assist with initiatives, projects, and/or event planning.
· Use standard computer software, other office technology, and operating office equipment (such as scanners, faxes, and copiers) to perform related duties.
· Support event logistics and initiatives (e.g. orientations, workshops and 
· Perform all other related duties as assigned.
· Frequent local travel for community events (within NYC); ability to lift/move materials (up to 20 lbs.).
· Work performed across office settings, partner sites, and event venues; periods of standing during tabling.
· Must be available for daytime, evening and Saturday work hours.
Preferred Qualifications:
· Experience in Allied Health, higher education, workforce development, or continuing education environments.
· Hands-on experience with Xenegrade (or similar registration/student information systems).
· Familiarity with CUNY systems and processes.
· Bilingual or multi-lingual a plus.
· One (1) year of office, customer service, or student-facing administrative experience.
· Proficiency with Microsoft Office (Word, Excel, PowerPoint) and/or Google Workspace (Docs, Sheets, Slides), Zoom/Teams, and shared inbox management.
· Accurate data entry skills; strong attention to detail and follow-through.
· Excellent communication skills (written and verbal); professional, welcoming demeanor.
APPLY: Please send resume and cover letter to: ace@bmcc.cuny.edu





