CITY OF SHORELINE

NEIGHBORHOODS COORDINATOR
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
To coordinate effective citizen participation and communications with the City through representative neighborhood organizations and their Council of Neighborhoods; to serve as a liaison between the City and neighborhood associations/community groups; and to perform a variety of tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Community and Government Relations Manager.

Exercises technical and functional supervision over support staff.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS Essential and other important responsibilities and duties may include, but are not limited to, the following:

Essential Functions:
1.
Coordinate programs to obtain community participation in the City's decision-making process; identify groups or organizations affected by anticipated City action and ensure their opportunity for involvement.

2.
Serve as staff liaison to neighborhood associations/community groups; provide two-way communication and citizen review of neighborhood issues including health, safety and welfare.

3.
Serve as staff liaison to the Council of Neighborhoods; facilitate the Council of Neighborhoods communication process with City staff and City Council in matters of mutual concern pertaining to residents in each neighborhood.

4.
Coordinate and implement the neighborhood Mini-Grant Program.

5.
Research, write and edit information materials to enhance two-way communications between the City and its residents.

6.
Research, prepare and present staff reports to City Council on issues and concerns brought to the attention of neighborhood associations.

7.
Lead and/or facilitate interdepartmental teams on City issues.

8.
Provide leadership and problem solving services to neighborhood associations/community groups; coordinate City departments' responses to neighborhood problems and requests for help.

9.
Maintain awareness of community issues and concerns.

10.  
Prepare public displays and represent the City at public/community events as needed.

Marginal Functions:
1.
Coordinate the involvement of neighborhood groups in local special events.

2.
Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:
Basic operations, services and activities of neighborhood/community organization programs.

Local organizations and State public disclosure laws.

Principles and practices of program development and implementation.

Principles, practices and techniques of writing for effective communication.

Methods and techniques of conflict resolution.

Principles and practices of community relations.

Methods and techniques of consensus-building.

Community needs.

Methods and techniques of public speaking.

Modern office procedures, methods and equipment including computers.

Applicable computer software applications.

Pertinent Federal, State and local codes, laws and regulations.

Ability to:
Coordinate and direct citizen participation in neighborhood organizations.

Implement and administer public involvement programs.

Communicate clearly and concisely, both orally and in writing

Advise and facilitate groups.

Respond effectively to sensitive community and political issues.

Serve as a liaison between neighborhood organizations and City staff and Council.

Elicit community and organizational support for neighborhood programs.

Respond to requests and inquiries from the general public.

Attend regularly scheduled evening meetings.

Work flexible hours including evenings and weekends.

Operate office equipment including computers and supporting word processing and spreadsheet applications.

Establish and maintain effective working relationships with those contacted in the course of work.

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:

Three years of increasingly responsible experience coordinating community oriented citizen involvement, or community relations programs.


Training:

Equivalent to a bachelor's degree from an accredited college or university with major course work in political science, public administration, public relations or a related field.

WORKING CONDITIONS
Environmental Conditions:

Office and field environment; travel from site to site; exposure to computer screen; extensive public contact.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time; moderate or light lifting and carrying; near visual acuity for preparing reports on computer.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.
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Date

