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	COMMUNITY BOARD ELEVEN

BOROUGH OF MANHATTAN

1664 PARK AVENUE

NEW YORK, NEW YORK 10035
TEL: (212) 831-8929/30

FAX: (212) 369-3571
www.cb11m.org


JOB NOTICE

Title: 


Assistant District Manager - full time

Compensation: 

$35,000 or commensurate with experience; excellent benefits.

Start Date: 

Immediately

Organization: Manhattan Community Board No. 11 is a City of New York government agency, covering East Harlem/El Barrio, an area between 96th to 142nd Streets, from the east side of Fifth Avenue to the East River, Randall and Wards Islands. Through its 50 member volunteer Board and three (3) City paid staff members, the Community Board engages in various outreach activities and advocates for resident needs in a gentrifying community.  With a focus on preserving and developing affordable housing, creating jobs opportunities and improving education, we have an advisory role in the City’s land use review process, annual budget, delivery of municipal services and are an active participant in most large-scale development proposals and planning activities.

Position: Working under the supervision of the District Manager, the Assistant District Manager serves as a constituent consultant, a municipal manger, information source, community organizer, mediator and an advocate. Works to develop and implement procedures to improve the delivery of City services to the district.  The main responsibilities of the District office are to support the Board’s planning and advocacy initiatives and receive and resolve complaints from community residents.
Responsibilities:

· Organize monthly meetings of the board and its committees, participating in all full board meetings and in committee meetings as needed, including evening meetings;
· Develop relationships with community partners and foster collaborations to further the board’s mission
· Represent the board as needed at public meetings, hearings, and at working sessions with City agencies and elected officials;

· Write letters in support of CB11 positions; maintain communication among board members, community members and others using postal mailings and e-mail, and oversee the CB11 web site; 

· Monitor community conditions and supervise the preparation of monthly status reports, supervise business license and landmarks applications, and handle citizen complaints from intake to resolution;

· Assist the District Manager in supervising board office staff and interns, directing office operations and administering the office budget;

· Conduct topical research on planning issues and other matters of concern to the Board and to the community.

Qualifications: Bachelors degree required (Masters degree preferred); excellent communication, interpersonal and organizational skills; experience supervising staff; professional experience in urban planning and/or other urban disciplines desirable; working knowledge of City government, and experience managing community development projects helpful; proficiency in MS office applications essential, other computer skills desirable. Bilingual is a plus. The Assistant District Manager must be a New York City or Nassau, Suffolk, Westchester, Putnam, Rockland and Orange County resident.
Contact: Only candidates submitting a resume and an appropriate cover letter will be considered. Resume and cover letter must be received by email at jlawson@cb.nyc.gov or mailed/hand delivered sealed no later than March 8, 2010 by 5:00PM.  Please mail resume and cover letter to:


Community Board 11


c/o Chair of the Office Oversight Committee


1664 Park Avenue, Ground Floor

New York, NY 10035
Manhattan Community Board No. 11 is an Equal Employment Opportunity Employer.

