A Department of
= . Youth & Community
| & Y Development
JOB VACANCY NOTICE

CIVIL SERVICE TITLE: TITLE CODE NO.:

Community Coordinator 56058

OFFICE TITLE: SALARY:

Beacon Program Assistant $47,703 to $74,049 (Annual)
DIVISION/WORK UNIT: WORK LOCATION:

Beacon 156 William Street, New York, New York 10038
HOURS NUMBER OF POSITIONS:

35 Hours Per Week (minimum) 1

JOB DESCRIPTION:
The New York City Department of Youth and Community Development (DY CD) supports youth and community services
through contracts with a broad network of community-based organizations throughout New York City. Our central task is
administering available city, state, and federal funds to a wide range of innovative, practical and quality programs that
positively impact youth and communities.

The Beacon Program Assistant is responsible for programming and administrative support to the Beacon, Cornerstone and
Teen Action Unit. Under the supervision of the Director the Program Assistant will perform the following duties:

Quality Assurance:
o Assist with the quantitative and qualitative analysis of services including but not limited to: curriculum usage,
delivery of services, youth councils, etc.
e Analyze program statistical data and prepare reports, graphs, and charts for reporting, promotional, tracking,
evaluation and strategic planning purposes.
Programmatic and Administrative:
e Prepare unit reports including but not limited to: bi-weekly updates, accomplishment reports, data and program
summary, presentations, etc. utilizing DYCD Kiwee and Online system.
e Respond to internal and external inquiries on the Beacon programs including requests for information,
presentations, fairs, etc.
e Develop and maintain a DYCD online users guide as well as facilitators guide for implementation and
dissemination.
e Coordinate communication of information to the Beacon programs, as well as maintain updated contact
information for the Beacon program staff in the online system.
o Perform other administrative and programmatic tasks related to the work of the unit as needed such as:
0 Program budget review and analysis.
0 Assist with contract renewals.
o Carry out special assignments, tasks and projects as assigned by the Deputy Director, Director and
Assistant Commissioner.
e Conduct programmatic visits as needed to assess quality of youth services.
e Assist with event planning and implementation as needed.
e Responds to various public inquiries and provides assistance as needed in identifying alternate resources in
consultation with the Director as well as direct them to appropriate staff member for further assistance.

PREFERRED SKILLS:
e Strong oral and written communication skills and interpersonal skills.
e Experience in program management and development, preferably in the field of human service programs and
youth development; direct experience working with youth.
o Ability to make presentations at public meetings and conferences.
o Proficient in MS Office applications.

MINIMUM QUALIFICATIONS:
1. A baccalaureate degree from an accredited college and two years of experience in community work or community
centered activities in an area related to the duties described above; or

2. High school graduation or equivalent and six years of experience in community work or community centered
activities in an area related to the duties as described above; or

3. Education and/or experience which is equivalent to "1" or "2" above. However, all candidates must have at least
one year of experience as described in "1" above.

APPOINTMENTS ARE SUBJECT TO OFFICE OF MANAGEMENT AND BUDGET (OMB) APPROVAL
NEW YORK CITY RESIDENCY IS REQUIRED WITHIN 90 DAYS OF APPOINTMENT
Candidates with two (2) years of City service may reside in New York City, Nassau, Orange, Rockland, Suffolk,
Putnam or
Westchester counties.

To APPLY:
Search for the Job ID# 170816
External Candidates please go to www.nyc.gov/careers
Current NYC employees please go to www.nyc.gov/ess

ALL APPLICATIONS MUST BE SUBMITTED VIA THE ONLINE PORTALS MENTIONED ABOVE. SUBMISSION OF AN
APPLICATION DOES NOT GUARANTEE AN INTERVIEW. ONLY CANDIDATES UNDER CONSIDERATION WILL BE

CONTACTED.
*1f you do not have access to a personal computer, please visit your local library*
POST DATE: 10/7/2014 | POST UNTIL: Until Filled | JOB ID #: 170816

The City of New York and the Department of Youth and Community Development is an Equal Opportunity Employer.




