Fifth Avenue Committee
Our Community. Our Future.

PROGRAM AIDE
JOB ANNOUNCEMENT
Title: Program Aide Status: Non- Exempt
Unit: Community Services/ Employee Type: Part-Time (28 Hours/Week)

Adult Education

Fifth Avenue Committee, Inc. (FAC) is a nationally recognized South Brooklyn based,
non-profit community development corporation and NeighborWorks America

chartered member formed in 1978 whose mission is to advance economic, social, and
racial justice through integrated, community-centered affordable housing, grassroots
organizing, policy advocacy, and transformative education, training and services that
build the power to shape our community’s future. FAC works to transform the lives of
over 7,500 low- and moderate-income New Yorkers annually so that we can all live and
work with dignity and respect while making our community more equitable, sustainable,
inclusive, and just.

FAC’s Community Services Department serves over 1,000 New Yorkers each year by
connecting individuals and families to essential resources, including benefits enrollment,
financial counseling, tenant advocacy, and case management. These services help
participants maintain housing stability, strengthen financial security, and improve
overall well-being.

FAC’s Adult Education and Literacy unit serves approximately 1000 adult students per
year through ESOL/ELA, ABE, HSE/GED, Digital Literacy and Bridge Programming with
access to wrap around services and supports to improve educational and employment
outcomes for our students. Integrated into all FAC’'s Adult Education programming are
case management, career navigation, digital skilling, device lending, financial literacy,
civics education and advocacy opportunities aimed to ensure our participants have the
skills and resources necessary to fully participate in society and have the opportunity to
become leaders in their communities. FAC is a firm believer in growth mindset and
student-centered education.

Responsibilities

The Program Aide will support the Adult Education and Community Services teams by
providing administrative, programmatic, and participant support to ensure effective
program operations and service delivery. This role supports program coordination,
participant engagement, outreach efforts, data management, and departmental




activities while working closely with staff to promote efficient operations, high-quality
services, and positive participant experiences.

Duties include:

Program & Participant Support

Support the day-to-day operations of Adult Education and Community Services
programs.

Assist with participant intake, enrollment, orientation, referrals, and follow-up
activities.

Support classes, workshops, events, and other program activities.

Assist staff and instructors in maintaining participant engagement and successful
service delivery.

Outreach & Community Engagement

Assist with outreach, recruitment, and community engagement activities to
promote programs and services.

Build and maintain relationships with community partners and service providers.
Represent the organization at community events and outreach activities as
assigned.

Administrative Support, Data Management & Records

Other

Provide administrative support, including scheduling, communications, and
meeting coordination.

Enter and maintain participant and program data in required systems in a timely
and accurate manner

Assist with reporting, documentation, and compliance requirements, ensuring
timely submission of records.

Participate in team meetings, program improvement efforts, and other
departmental activities.

Other duties as assigned

Qualifications

Commitment to FAC's mission of racial, economic, and social justice

High School Diploma or High School Equivalency (HSE) required.

Minimum of 2 years of experience in a program assistant, administrative, or
related support role preferred.

Strong communication, customer service, organizational, and multitasking skills
with attention to detail.



e Proficient in Microsoft Office and Salesforce (or comparable client relationship
management/database system); reliable, professional, and able to work
effectively in a team environment.

e Preferred:

o Bilingual proficiency (Bangla/English, Spanish/English, or
Mandarin/English)
o Experience working with low-income adult populations

Commitment to cultural sensitivity and inclusive service delivery

o Enthusiasm for supporting adult education and community-based
programming

O

Work Environment & Expectations
e Combination of office and classroom-based work
e Frequent interaction with diverse participant populations
e May require flexibility to support program needs

Compensation
Hourly rate: Starting salary $23—-525 per hour, commensurate with experience. Pro-
rated paid vacation, sick leave and personal time, in addition to 8 paid holidays annually.

Apply

E-mail cover letter with resume with “Program Aide” in the subject line to: Fifth Avenue
Committee, Inc. at jobs@fifthave.org by September 4, 2026. No phone calls please. For
more information about FAC, go to www.fifthave.org.

FAC is an equal opportunity employer.
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