
City of New York 
CIVILIAN COMPLAINT REVIEW BOARD 

 Job Vacancy Notice 
 
Civil Service Title:  COMMUNITY ASSISTANT 

 
 

 
Title Code No:  31165 

 
Salary:   $15.00 – $17.26 per diem 

 
 
Office Title:    Stock Worker           

 
Work location:   40 Rector Street, 2nd Floor 

                          New York, NY 10006    
 
Agency: Civilian Complaint Review Board 

 
Number of Positions:  1 

 
Hours/Shift:  35 hours per week, Monday - Friday 

Job Description 
Employee will report directly to the Director of the Case Management Unit and will be assigned to file and retrieve 
CCRB case file folders, tapes and microfilms from all inventory locations; transfer boxes of cases between floors of 
the building; and index, copy and file case records. When needed, the employee will be assigned to the Operations 
Unit to distribute boxes of copy paper, CCRB case folders, audiocassettes and other packages of supplies from the 
storage rooms. The employee will also accept delivery of supplies for the Operations Unit and store them in various 
storage rooms. Duties will include the distribution of water bottles throughout the agency.  When needed the 
employee will be assigned to store and retrieve personnel records.  Work assignments require the regular use of a 
hand truck or cart to lift and move boxes, supplies and/or materials weighing up to approximately 50 pounds. 
 

Qualification Requirements 
There are no formal education or experience requirements for this position.  However, the ability to understand and 
carry out simple instructions is required. 
 
Candidates with two (2) years of city service may reside in New York City, Nassau, Orange, Rockland,  
Suffolk, Putnam or Westchester counties. New York City residency is required for all other candidates within 90 
days of employment.  
 

Essential Skills 
Ability to work as a part of the team by following directions and taking instruction.  

 Flexible and adaptable approach to work. 

To Apply: 
(The cover letter and resume should indicate the candidate’s interest in the Community Assistant Position) 

 
Carolene George, Director of  Human Resources  

Civilian Complaint Review Board 
40 Rector Street, 2nd Floor 

New York, NY 10006 
 

By mail, by fax (212) 676-6037 OR by e-mail Word attachment to ccrbjobs@ccrb.nyc.gov   
Post Date: 06/21/2011 Post Until: 07/08/2011 JVN: 054-2011-011617 

The City of New York is an Equal Opportunity Employer. 
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