
Job title: Ladies Auxiliary Office Assistant
Schedule: Monday through Thursday 9:30 am - 5:30 pm; Friday 10:00 am - 3:00 pm

Organizational summary:
Since 1927, the Yeshivah of Flatbush has stood at the forefront of American Jewish education
and has set the standard of excellence emulated by other academic institutions. It has imbued
its students with a thirst for knowledge, a commitment toTorah and Zionism, a love of the
Hebrew language and the dedication to serve the greater Jewish and secular communities. The
school philosophy is a synthesis of Judaic studies, liberal arts and extracurricular activities that
places great emphasis on the students' character development. It has evolved into a unique
complement of Jewish and American values that focuses on all aspects of education and
enables our graduates to meet the challenges of college and life. In the years to come, we look
forward to continuing the traditions of excellence, innovation and leadership that have made us
a world-renowned institution.

Organizational mission:
The mission of the Yeshivah of Flatbush is to:

● EMPOWER our students to develop exceptional character and intellect.
● EDUCATE through a rigorous Torah b'Ivrit and General Studies program with a robust

set of co-curricular opportunities in a supportive and nurturing environment.
● INSPIRE a love for and commitment to Torah U'Mitzvot, Medinat Yisrael, and Klal Yisrael

with responsibility to advance the welfare of all humanity.

Position summary:
Ensure successful operations of Yeshivah of Flatbush Naomi Houllou A”H Ladies Auxiliary.
Coordinate programs and maintain office systems as well as serve as liaison to students, staff
and parents.

Responsibilities:
● Serve as liaison between students, staff and parents to ensure customer service through

written, phone and in-person communications on a day-to-day basis.
● Assist with the operations of the Naomi Houllou A”H Ladies Auxiliary daily programs and

special events.
● Coordinate after-school program, including registration, parent communications, and

on-site management.



● Assist in management of the lunch and snack program, including website registration,
daily hands-on organization of lunches, daily in-person oversight at lunch and parent
communications.

Requirements:
● Proficiency with Microsoft Word and Excel.
● Knowledge of social media to assist with promoting events.
● Ability to communicate clearly in written and verbal communications.
● Ability to multitask, prioritize and execute efficiently.
● High energy and proactive approach with a pleasant demeanor.

Compensation commensurate with qualifications and experience. Benefits include medical,
retirement and vacation.

Send resume and cover letter to yof@flatbush.org

mailto:yof@flatbush.org

