BOARD OF EDUCATION
DEPARTMENT OF HUMAN RESOURCES
18 SOUTH PERRY STREET
POUGHKEEPSIE, NEW YORK 12601

RECRUITMENT BULLETIN # 21-22-227
MARCH 2022

ANT. INTAKE WORKER - CENTRAL REGISTRATION
POUGHKEEPSIE CITY SCHOOL DISTRICT

NOTICE OF POSITION
POSITION:
The Superintendent of Schools, Dr. Eric Jay Rosser, is interested in receiving applications
from qualified candidates for the position of:

ANTICIPATED INTAKE WORKER - CENTRAL REGISTRATION
POUGHKEEPSIE CITY SCHOOL DISTRICT
APPLICATION
Candidates must complete an application available to print through the Human Resources Tab
www.poughkeepsieschools.org

MINIMUM QUALIFICATIONS:
EITHER: (A) Graduation from a regionally accredited or New York State registered college or university
with an Associate's degree and one year of either paid or volunteer experience in a non-clerical position
supporting community or human services in a public or private agency;
OR: (B) Graduation from high school or possession of an equivalency diploma and three years of the
experience indicated as above;
OR: (C) An equivalent combination of training and experience as described in (A) or (B) above.
SPECIAL REQUIREMENT: Candidates must show evidence of typing ability; i.e. a typing
course or work experience which included typing.

DUTIES:
The Poughkeepsie City School District (PCSD) is committed to providing students and
parents with pathways to opportunity that will lead to achievement and success.Through
student-centered effective and transformational leadership, school and community engagement,
and an unrelenting pursuit to achieve greater school outcomes for children, the Poughkeepsie City
Schools are focused on developing and growing greater access, equity,opportunity, and quality
across PCSD.

An employee in this class performs evaluations to determine eligibility for enrollment in programs
administered by various county departments and/or school districts, as well as a variety of office and
1

field tasks to support the various programs. Responsibilities include explaining program
requirements, interviewing clients to determine need for services and type of service required, and
providing direct assistance to clients so that they obtain the desired results. Work is performed
under the general supervision of higher level administrative employees.
The following is indicative of the level and types of activities performed by positions in this title.
It is not meant to be all inclusive and does not preclude a supervisor from assigning activities
not listed which could reasonably be expected to be performed by an employee in this title.
1. Provides information about available services;
2. Interviews clients to determine eligibility for enrollment in programs;
3. Advises clients of program requirements;
4. Provides direct assistance relating to auto loans;
5. Keeps records and prepares and generates necessary reports;
6. Authorizes emergency transportation services or repairs to client owned vehicles;
7. Assists supervisor with outreach training activities related to grant information including, but
not limited to, on-site meetings at community agencies, agenda development, brochure
development, mailing preparation, etc.;
8. Works directly with community agency case managers and other agency personnel to
provide services to clients throughout the county;
9. May act as interpreter to help clients facilitate the intake process.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of community resources, including agencies, facilities and services that may be
utilized;
Ability to read, interpret and explain policies, rules and regulations;
Ability to analyze facts obtained and use facts in making judgements regarding eligibility;
Ability to type accurately at an acceptable rate of speed;
Ability to deal effectively with persons from a variety of backgrounds;
Ability to get along well with others and gain their cooperation;
Ability to communicate clearly and effectively both orally and in writing; Personal characteristics
necessary to perform the duties of the position; Physical condition commensurate with the
demands of the position

APPOINTMENT:
Appointment will be made by the Board of Education upon the recommendation of the
Superintendent following assessment of training, experience, certifications, credentials and
evaluation of service. Personal interviews shall be scheduled where appropriate.

*This position will be appointed provisionally. An exam will be conducted to qualify the
candidate for a permanent appointed position.
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SALARY:

$46,220

EFFECTIVE DATE:

As soon as possible after offer of employment

APPLICATION
DEADLINE:

Open until filled

SEND ALL INTEREST
TO:
hroffice@poughkeepsieschools.org
Dr. Timothy Wade
Assistant Superintendent of Administrative Services
18 South Perry Street
Poughkeepsie, New York 12601
The Poughkeepsie City School District is an Equal Opportunity Employer and does not
discriminate on the basis of sex, race, religion, national origin, disability, age, or marital status;
nor does it apply any other arbitrary measure which would tend to deprive persons of their
constitutional rights.
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