Sweet Home Central School District

CLERK TYPIST - SCHOOLS (NY HELPS)

The Sweet Home Central School District is a forward-thinking educational
institution dedicated to providing an exceptional learning environment for its
3,900+ students. With almost half of our student population contributing to
our diverse school community, we pride ourselves on fostering academic
excellence, creativity, and a strong sense of belonging. We value diversity and
are committed to creating an inclusive and equitable environment where every
student can thrive.

NOTICE OF ANTICIPATED VACANCY

Position Overview: The NY HELPS (Hiring for Emergency Limited Placement
Program Statewide) is a New York State program that allows civil service
agencies to hire qualified permanent employees quickly and without requiring
them to take a competitive civil service exam. It was created to help agencies
fill critical vacancies by streamlining the appointment process, though
candidates must still meet all other minimum qualifications for the job.

Start Date: January 5, 2026
Building: Sweet Home Middle School
Position Status: Full-time, 12 months, 8 hrs/day

Qualifications:
Graduation from high school or possession of a high school equivalency diploma
including or supplemented by a course in typing. Possess strong organization,
interpersonal, and problem-solving skills.

Key Responsibilities:
¢ Responsible for providing clerical assistance to administrator(s);
e Effectively communicates and interacts with students, parents, staff, and administration;
e Utilizes enhanced computer systems and equipment;
e Sorts, indexes, and files mail, bills, requisitions, ledger cards, and other material,
¢ Pulls material from files, makes file searches, and maintains accurate records;
e Checksreports and records for accuracy and completeness;
e Answers telephone and gives out information;
e Assists inthe preparation of data reports;
e Manages student application rosters; and
e Performs other duties as assigned.

How to Apply: Complete an application on WNYRIC. Applications can also be printed at
www.sweethomeschools.org/jobs and submitted to:

SALARY RANGE

Finune O. Shaibi, Director of Human Resources, 1901 Sweet Home Road, Amherst, NY 14228
From: $18.03/hr

To: $21.00/hr

Date Posted: December 22, 2025 Closing Date: Until Filled

The Sweet Home Central School District is an equal opportunity employer and does not discriminate against any employee or applicant for employment in
its programs and activities on the basis of race, color, national origin, sex, disability, religion or creed, sexual orientation, military status, genetic status,
marital status, domestic violence victim status, criminal arrest or conviction record, or any other basis prohibited by state or federal non-discrimination laws.

EVERY STUDENT, ONE COMMUNITY, READY FOR THE FUTURE.

¢ 716-250-1413 #B sweethomeschools.org @ 1P9!Sweetfome Road

~upr

Amherst, NY 14228


https://wnyric.atenterprise.powerschool.com/ats/job_board_form?op=view&JOB_ID=3300054301&REPRESENTATIVE_COMPANY_ID=00014180&COMPANY_ID=00005387

