
               
 

 JOB VACANCY NOTICE    
CIVIL SERVICE TITLE: 
 Associate Contract Specialist 

TITLE CODE NO.: 
 40562 

OFFICE TITLE: 
Special Initiatives Coordinator 

SALARY: 
$50,000-$76,478 (Annual) 

DIVISION/WORK UNIT: 
Beacon  

WORK LOCATION: 
161 William Street, New York, New York 10038 

HOURS: 
35 Hours Per Week  (minimum) 

NUMBER OF POSITIONS: 
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.  The Special Initiatives Unit (SIU) develops enrichment 
programs and special events for youth services across the NYC Department of Youth and Community Development.  
Working closely with key partners, SIU is responsible for delivering signature programs that are used by program sites to 
enhance the offerings they provide within their communities. 
  
We are seeking applicants for the Special Initiatives Unit that will support with the coordination of all special projects, 
program scope and event logistics.  This role is pivotal in ensuring high service quality for DYCD funded programs and 
partnering entities.  As an Associate Contract Specialist for Special Initiatives you will serve as the front line of 
communication and organize logistics for multiple special initiative platforms. 
 
Key Performance Measures: 
 

1. Provide day to day communication with program stakeholders including community based organizations, 
vendors, partners and program staff regarding program and event scope. 

2. Coordinate program logistics and prepare event briefing materials to ensure constant communication with 
program staff. 

3. Develop marketing and coordination materials.  
4. Assist with the marketing development plan to increase special initiative program visibility with partners and 

local communities. 
5. Provide technical assistance, data tracking and reporting for internal and external stakeholders to ensure program 

compliance. 
6. Conduct quality assurance site visits providing programs with key action steps toward successful program 

implementation.  
7. Provide weekly program updates and monthly quality assurance reports detailing site observations, highlights, 

challenges and follow up. 
8. Support Director of Strategic Initiatives on strategic planning, communication and program development along 

with working on special assignments for the Assistant Commissioner. 

PREFERRED SKILLS: 
• 2+ years’ of program support and event coordination experience within a non-profit organization preferred  
• Excellent organization and time management skills.  
• Strong project manager that can multitask and meet strict deadlines. 
• Proficient in Microsoft Office; Word, Excel, PowerPoint, Outlook, etc. 
• Strong verbal and written communication skills. 
• Ambitious problem solver that naturally builds strong and trusting professional relationships. 
• Ability to lift up to 25 pounds. 

MINIMUM QUALIFICATIONS: 
 

1. A baccalaureate degree from an accredited college and two years of full-time satisfactory professional, technical or 
administrative experience in one or more of the following fields: program evaluation, contract negotiations/management, 
fiscal/financial management, or project management; or 
 
2. A four year high school diploma, or its educational equivalent, and six years of full-time, satisfactory professional, 
technical or administrative work experience in one or more of the fields cited above; or 
 
3. Education and/or experience equivalent to “1” or “2” above. College credits obtained from an accredited college may 
be substituted for experience on the basis of 30 college semester credits for one year of experience as described in “1” 
above. However, all candidates must have at least a four-year high school diploma or its educational equivalent and at 
least two years of full-time 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 

#156940  
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. 
*If you do not have access to a personal computer, please visit your local library* 

POST DATE:7/30/2014 POST UNTIL: Until Filled JOB ID #: 156940 
The City of New York and the Department of Youth and Community Development is an Equal Opportunity Employer. 
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