Department of
m Youth & Community
Development
JOB VACANCY NOTICE

Candidates must be serving as permanent Administrative Manager NM or provide proof of filing for the Civil
Service Exam for this title in order to be considered for this position

CIVIL SERVICE TITLE: TITLE CODE NO.:

Administrative Manager-Non Managerial 1002C-NM

OFFICE TITLE: SALARY:

Administrative Operations Manager $49,492 to $80,000 (Annual)
DIVISION/WORK UNIT: WORK LOCATION:

Deputy Commissioner for Community Development 161 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 (DYCD) supports youth and community services through
contracts with a broad network of Community-Based Organizations (CBO) 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.

As the designated Community Action Agency for New York City, DYCD administers the federal Community Services Block Grant
program to combat poverty and provides services to low-income communities. As the youth workforce development agency in New
York City, DYCD administers the federal Workforce Investment Opportunity Act allotment for youth which funds work-readiness
and employment services for low-income youth. The Deputy Commissioner for Community Development oversees the CSBG,
Discretionary and the WIOA portfolios; the Administrative Operations Manager will help manage and coordinate the operations of the
office of the Deputy Commissioner.

The Administrative Operations Manager will assist various units of the Agency with research, analysis, performance tracking and data
presentation to the various DYCD units and provider agencies. The Administrative Operations Manager will analyze trends in
community and youth development, to monitor performance, capacity needs; as well as to assess the impact of DYCD programs and
policies. S/he will be expected to construct queries of the agency's information systems in response to continuous quality improvement
metrics, assist the DY CD units and community providers to improve performance based on continuous quality improvement data that
is presented; and work to effectively communicate the results of these analyses to agency/provider staff and partners. S/he will work
on special projects as required. In addition, the selected candidate will be required to manage multiple projects simultaneously under
tight deadlines.

Specifically, the Executive Assistant will perform the following tasks:
e Administrative support for the Deputy Commissioner including CD communication via telephone and email, filing, creating
and tracking correspondence, maintaining contacts, scheduling meetings, and handling travel arrangements;
e Actas liaison with other DY CD divisions and community based organizations and other city agencies
Handle administrative office matters such as coverage of the front desk, keeping track of staff vacation schedules, and
ensuring adequate office supplies;
Responding to and tracking requests for help from individuals or entities outside the agency;
Conduct data quality reviews;
Assist with submission of internal reports and reports to oversight agencies;
Compile reports on CBO funding and performance histories;
Other tasks deemed necessary by the Deputy Commissioner.
Coordinate senior team, Community Development staff meetings and manage multiple calendars.
Manage projects.
Conduct research as needed.

PREFERRED SKILLS:
Meeting coordination, Project management, research experience.
Computer Literate with knowledge of Microsoft: Word, Excel, Outlook and Projects.
Understanding of DYCD’s Automated Contract Management Systems (CAPRICORN, PBMFR, ECMS).
Strong oral and written communication skills.
Well-organized and detail-oriented.

MINIMUM QUALIFICATIONS:
1. A baccalaureate degree from an accredited college and four years of satisfactory, full-time progressively responsible
clerical/administrative experience requiring independent decision-making concerning program management or planning, allocation for
resources and the scheduling and assignment of work, 18 months of which must have been in an administrative, managerial, executive
or supervisory capacity. The supervisory work must have been in the supervision of staff performing clerical/administrative work of
more than moderate difficulty; or
2. An associate degree or 60 semester credits from an accredited college and five years of satisfactory, full-time progressively
responsible experience as described in "1" above, 18 months of which must have been in an administrative, managerial, executive or
supervisory capacity. The supervisory work must have been in the supervision of staff performing clerical/administrative work of
more than moderate difficulty; or
3. A four-year high school diploma or its educational equivalent and six years of satisfactory, full-time progressively responsible
experience as described in "1" above, 18 months of which must have been in an administrative, managerial, executive or supervisory
capacity. The supervisory work must have been in the supervision of staff performing clerical/administrative work of more than
moderate difficulty; or
4. Education and/or experience equivalent to "1", 2" or "3" above. However, all candidates must possess the 18 months of
administrative, managerial, executive or supervisory experience as described in "1", "2" or "3" above. Education above the high school
level may be substituted for the general clerical/administrative experience (but not for the administrative, managerial, executive or
supervisory experience described in 1", "2" or "3" above) at a rate of 30 semester credits from an accredited college for 6 months of
experience up to a maximum of 3% years.

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 # 211285
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: 9/3/2015 | POST UNTIL: FILLED | JO#: 211285

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