[image: image1.emf]
Program Evaluation Internship (Graduate Assistant) 
Launched in 2003 as part of Children First, Mayor Michael R. Bloomberg’s and Schools Chancellor Joel I. Klein’s comprehensive education reform initiative, the NYC Leadership Academy (www.nycleadershipacademy.org)  is an independent non-profit organization that recruits, develops, and supports effective school leaders, with a focus on preparing principals to lead New York City’s hardest-to-staff schools.  The Leadership Academy is the cornerstone of the New York City Department of Education’s strategy for ensuring that every school is lead by an outstanding principal.  
The NYC Leadership Academy is looking for a Graduate Assistant for the spring semester (mid January until late May preferably).  
Essential Duties and Responsibilities:

Reporting to the Director of Program Evaluation, the Graduate Assistant provides support to the internal assessment initiatives as necessary.   Key responsibilities include coding transcripts, conducting content/thematic analysis, writing up results of the content analysis in a clear, concise and contextual manner, and co-moderating focus groups and interviews.  
Qualifications:
We are looking for an individual who exhibits maturity, integrity, discretion, a positive attitude and grace under pressure. The newest member of our team is a self-starter, has the ability to summarize information, work with sensitive data, pay attention to detail, complete assignments on time and is 100% reliable.  

Candidates should possess the following qualifications:

 - B.A. or equivalent, currently pursuing a graduate degree
 - Advanced written and verbal communication skills
 - Exemplary interpersonal and time-management skills  
 - The ability to manage and safeguard sensitive, confidential information 
 - Fluency in all Microsoft applications (Word, Excel, Outlook, PowerPoint) 
 - Experience with qualitative research (NVivo a plus)
Salary:  Monthly stipend of $1100 from January 2008-May 2008 (prorated as necessary).
Hours:

Flexible schedule.  We expect the work will be conducted in an average of 12 hours per week.
How to Apply:
Please send the following to: skuznick@schools.nyc.gov 

Subject line should read: Program Evaluation Internship 
· Cover letter 
· Resume  
· A writing sample will be required in the interview process 
