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CITY OF GAUTIER
VACANCY ANNOUNCEMENT


POSITION:		Neighborhood Improvement Coordinator

DEPARTMENT:	Economic Development Department 

HOURS:		M-Th, 7:30 A.M-5:00 P.M. 
Fri., 8:00 A.M.-12:00 noon 

PAY GRADE:		$12.75 per hour

DUTIES:  This is responsible work planning, developing, and administering neighborhood programs and services through citizen participation, technical assistance, programs and community education; including emergency disaster preparedness, neighborhood grants and volunteer programs. Responsibilities include completing research, community outreach, marketing and community liaison activities, promotion of neighborhood associations, conducting presentations to associations and volunteer groups, administering mini-grants for neighborhood improvement and coordinating program activities. Incumbent will be required to work some weekends and evenings. 
   

CIVIL SERVICE MINIMUM QUALIFICATIONS: Individual must have a High School Diploma or GED
equivalent; be eligible to work in the United States; an elector of the county in which he/she resides; have and maintain a valid driver’s license; and MUST be insurable by the City’s insurance company. 


MINIMUM EDUCATION AND EXPERIENCE: 

Bachelor’s Degree from an accredited college or university with major coursework Public Relations, Non-Profit Organization, Community Development, Management, and Communications, Business Administration or a related field; 
Or
Associate’s Degree in a related field and two (2) years’ experience including grant writing; 
Or
High School diploma or (GED) equivalent with three (3) years’ experience in community organization and redevelopment including grant writing.  


(Job description with minimum requirements attached.)


INTERNAL APPLICANTS:	Please contact Veneice A. Barnett, Payroll Generalist at City Hall.


EXTERNAL APPLICANTS:	Apply at Gautier City Hall, 3330 Highway 90, Gautier, MS 39553 or visit us online
				at www.gautier-ms.gov for instructions on how to apply.



The City of Gautier is an Equal Opportunity Employer. Persons are considered for all positions without regard to race, color, sex, age, religion, national origin, veteran or handicapped status. The City of Gautier will attempt to meet any reasonable request for accommodation in the hiring process in accordance with Title II of the ADA.

NEIGHBORHOOD IMPROVEMENT COORDINATOR


Pay Grade: 10
Civil Service Class Designation: Non-Competitive


NATURE OF WORK

This is responsible work planning, developing, and administering neighborhood programs and services through citizen participation, technical assistance, programs and community education; including emergency disaster preparedness, neighborhood grants and volunteer programs.   Responsibilities include completing research, community outreach, marketing and community liaison activities, promotion of neighborhood associations, conducting presentations to associations and volunteer groups, administering mini-grants for neighborhood improvement and coordinating program activities. Incumbent will be required to work some weekends and evenings.

ILLUSTRATIVE EXAMPLES OF WORK

(Any one position of this class may not include all duties listed, nor do listed examples include all duties which may be found in positions of this class.)

Manages and monitors the Neighborhood Improvement Program.

Fosters communication between neighborhoods and the City through educating and informing residents about neighborhood issues.

Manages the mini-grant/sponsorship process assisting neighborhoods with the preparation of grant submissions/sponsorship requests and reviewing all documents for completeness.

Researches and identifies future neighborhood program needs and identifies fundable opportunities to meet those needs.

Serves as a referral source for residents who desire to learn more about neighborhood participation and the City’s policies, processes and procedures.

Assists in developing tools and methods for communication among neighborhood members.

Assists with the formation of newly established neighborhood associations and non-profit groups.

Initiates formation of public-private partnerships; and develops and distributes web-based brochures and newsletters.

Coordinates, manages and evaluates neighborhood assistance programs with special emphasis on aging and declining neighborhoods.

Acts as lead on various neighborhood projects.

Establishes and facilitates planning and problem solving processes and activities leading to satisfactory resolution of challenges and concerns in neighborhoods.

Works closely with community groups, agencies and educational programs in establishing priorities and strategies to achieve neighborhood improvements.

Makes public presentations to various groups on neighborhood projects; conducts training classes as needed.

Plans and coordinates marketing efforts for neighborhood programs to promote awareness of needs and services; including distribution of information through various media channels both printed and electronic. 

Plans, coordinates, and implements community volunteer projects and activities, in conjunction with City residents, community-based organizations, corporations and city departments.

Develops partnerships with other municipalities, community organizations, school districts, corporations and service provider agencies.
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Coordinates citizen complaints with City departments to facilitate correct responses for corrective actions.

Consults with management and recommends actions to improve organizational communication and formulating policies that strengthen community relations.

Conducts special projects and performs other job duties as assigned.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Principles, procedures, and practices used in planning and organizing community groups and projects.

Neighborhood associations and organizations involved in providing community and neighborhood services.

Effective leadership methods.  Management and organizational analysis and methods.

Public affairs and neighborhood issues.

Facilitation, group processes, training, conflict resolution and motivational skills.

Grant writing and grant administration including funding sources available to neighborhood programs.

The operation of personal computers and various software applications.

Federal, state and local laws, ordinances, rules and regulations related to zoning and neighborhood maintenance.

Assess neighborhood conditions and determine needed improvements.

Establish and maintain effective working relationships with elected officials, business leaders, community groups, governmental agencies, volunteers, employees of all levels and the general public.

Act calmly, rationally, decisively, and tactfully in difficult situations.

Communicate effectively with all levels of city staff, officials, neighborhood leaders and the general public from varying socioeconomic backgrounds, verbally and in writing.

Make presentations to large groups of people and/or neighborhood associations.

Develop and implement neighborhood improvement plans and strategies.

Conduct research, analyze findings and prepare clear and concise reports and recommendations using proper English grammar, spelling and punctuation.

Understand and follow oral and/or written policies, procedures and instructions.

Make sound and reasonable decisions in accordance with laws, ordinances, regulations and established procedures.

Performs a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.

Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks.

Must be able to come to work promptly and regularly.

Must have and keep valid Mississippi vehicle operator's license.
MINIMUM REQUIRED EDUCATION AND EXPERIENCE:

Bachelor’s Degree from an accredited college or university with major coursework in Public Relations, Non-Profit Organization, Community Development, Management, and Communications, Business Administration
or a related field;

Or


Associate’s Degree in a related field and two (2) years’ experience including grant writing;
Or

High School diploma or (GED) equivalent with three (3) years’ experience in community organization and redevelopment including grant writing. 

DESIRABLE QUALIFICATIONS:

Bilingual in English/Spanish
Knowledge of Microsoft Excel and/or Microsoft Publisher
Completion of Leadership Training

CIVIL SERVICE MINIMUM QUALIFICATIONS (Rule 4, Section 4.2)

For minimum qualifications established by the Mississippi Code, see Section 21-31-15







































City of Gautier
Screening Schedule
NEIGHBORHOOD IMPROVEMENT COORDINATOR

Advertise ……………………………………………………………………………………. Aug. 17, 2011 –Aug. 30, 2011
Post …………………………………………………………………………………….……………………………... Aug. 17, 2011
Cut-Off Date …………………………………………………………………………………………….………... Aug. 30, 2011
Eligibility List Compiled ……………………………………………………………………………………….. Sept. 2, 2011
Applicants are to call (228) 497-2539 from 9:00 a.m. - 12:00 noon for Eligibility Determination
Civil Service Receives Eligibility Listing ………………………………………………………………..  Sept. 8, 2011
Interviews …………………………………………………………………………………………. Scheduled at a later date
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