
     
 

Director of Immigrant Services 
Employment Opportunity 

 
 
Mercy Center is a comprehensive community center that has been serving women, men and their 
families in the Mott Haven section of the South Bronx, NY for over 30 years. Our Immigrant Services 
unit offers immigrants an opportunity to fully participate in the civic and economic life in their new 
country by providing help with citizenship applications, Deferred Action for Childhood Arrivals (DACA) 
applications, and green card renewals; access to an immigration attorney; and screening and referrals 
for other immigration matters.  We also provide informational workshops on recent changes in 
immigration relief and citizenship classes to help applicants to prepare for the exam. 
 
We are seeking a Director of Immigrant Services to lead the unit and to provide direct services to 
participants.  The unit is currently made up of the Director with support from a receptionist and one or 
more volunteers, but we hope to add additional staff as funding allows. This is a full-time, 40 
hour/week position that will require flexibility in scheduling to include some evening and weekend 
work. During the COVID-19 pandemic, most work is being conducted virtually. 
 
 
Responsibilities 

 Screen participants for eligibility for various forms of immigration relief including but not limited 
to Naturalization, Permanent Resident Card renewals, and Deferred Action for Childhood 
Arrivals; provide referrals as needed 

 Prepare applications for Naturalization, replacement or renewal of Permanent Resident Cards, 
Deferred Action for Childhood Arrivals, and Fee Waivers; accompany applicants to USCIS 
appointments as needed 

 Oversee citizenship classes including development of curriculum, volunteer teacher 
recruitment, and class operations 

 Manage the operation and growth of the Immigrant Services unit including developing and 
maintaining relationships with other immigrant services providers, recruiting volunteers and 
interns, and participating in applications for funding. 

 Serve as primary liaison with the unit’s main funder, the NYS Office for New Americans (ONA), 
and manage compliance with ONA contract and program reporting requirements 

 Coordinate the relationship with ONA Legal Counsel 
 Manage Mercy Center’s status as a Department of Justice (DOJ) Recognized Organization 

and the status of staff who are DOJ Accredited Representatives 
 Participate in coalitions of immigrant services providers 
 Organize “know your rights” and other trainings on immigration matters. 
 Provide interview preparation support to Naturalization applicants 
 Conduct outreach to participants 
 Oversee follow-up on applications as needed; record information into various databases 
 Recruit, train and supervise volunteers and interns 

 Compile and analyze program data and reports 

 Assist Development Department in drafting funding proposals and reports  

 Perform other duties as assigned by supervisor 
 
 



 
Qualifications:  

 Masters’ degree and two years of relevant experience working with immigrants OR Bachelors’ 
degree and three years of relevant experience working with immigrants  

 Ability and willingness to become a DOJ Accredited Representative through Mercy Center’s 
status as a Recognized Organization. 

 Ability to communicate effectively with staff, participants, community members, funders, and 
other provider organizations 

 Fluency and literacy in English and Spanish required 

 Strong organizational, communication, and interpersonal skills 

 Computer literacy required, including Microsoft Office and ability to navigate the internet 

 Ability to think and plan strategically and creatively 

 Ability to supervise and manage multiple functions and activities 
 
 
Compensation: 
Salary range is $55,000 - $63,000 depending on experience.  We offer a comprehensive benefit 
package including health insurance and generous paid vacation, sick and personal days. 
 
To Apply: Send resume and cover letter no later than March 12, 2021 to Judit Criado Fiuza at 
jcf@mercycenterbronx.org.  
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