NOTICE OF POSTING
POSTING DATE: 10/27/11
CLOSING DATE: 11/29/11
Recruitment of external applicants is underway concurrent with this posting. 
Resumes and letters of interest can be submitted via email to employment@cambridgema.gov.

Cambridge residents are especially encouraged to apply.

JOB TITLE


Project and Outreach Coordinator

DEPARTMENTS:
Police Review & Advisory Board/Peace Commission
JOB CODE/POSITION #
M208-701
CIVIL SERVICE:

Not subject to civil service rules and regulations
HOURS OF WORK:
37.5-hour workweek. Monday 8:30 AM-8 PM, Tuesday through Thursday 8:30 AM-5 PM, and Fridays, 8:30 a.m. to 12 PM, with approximately 3-4 evening meetings per month.

UNION AFFILIATION:
None
OVERVIEW:  As part of the staff of the Police Review & Advisory Board (PRAB) and the Peace Commission, the Outreach and Project Coordinator will work with other staff on the development and implementation of projects important to the missions of PRAB and the Commission.
DUTIES & RESPONSIBILITIES:  This is a dual position, with roles working within two City Departments. Specific duties include but are not limited to the following:
PROGRAMMATIC WORK
· Implement ongoing projects at the direction of the Executive Secretary of the Police Review & Advisory Board (“PRAB”) and the Executive Director of the Cambridge Peace Commission (“Commission”), and develop new initiatives as community needs emerge. 

· Coordinate the development and implementation of selected projects, initiatives, and programs including educational forums, workshops and community discussions to enhance police/community relations.
· Intake complaints received by PRAB regarding complaints regarding the practices and policies of the Cambridge Police Dept.
· Initiate and provide support for community-based collaborations of PRAB and the Commission and coordinate outreach efforts to expand programmatic impact.

· Compile information and draft periodic reports to the City Manager regarding the work of PRAB.
· Represent PRAB and the Commission at designated community events and coalitions. 
OUTREACH AND COMMUNITY ENGAGEMENT
· Implement programs to inform Cambridge residents on best practices in working and interacting with the police, as well as understanding their rights and responsibilities.

· Conduct workshops and attend meetings regarding police practices and policing with neighborhood organizations, youth centers, and other community groups as appropriate.

· Create, maintain, and update the City web pages for the Commission and for PRAB. Coordinate all requests for information, referral, and event postings.

· Design and produce PRAB and Commission outreach and educational activities.
· Work with the Diversity Coordinator at the Cambridge Public School Department to create and implement programs that reach young people regarding peace, justice, and civil rights.

· Work with community-based organizations to facilitate the involvement of neighborhood and community group involvement in PRAB and Commission activities.

ADMINISTRATIVE SUPPORT
· Coordinate daily operation of the office and overall office administrative functions, including recordkeeping of all departmental fiscal matters, benchmarking systems and reports, and processing accounts payable and receivable.
· Perform day-to-day administrative support to Executive Secretary/Executive Director with ongoing PRAB and Commission projects.
· Provide staff support, prepare agendas, and publicize monthly advisory board meetings of the PRAB and the Commission. 
· Maintain PRAB correspondence, case files and case management database to track all inquiries and cases that come to the attention of PRAB.

· Recruit, organize, and provide support to interns and volunteers for their project-based work with PRAB and the Commission.

· Other related duties as needed.
MINIMUM REQUIREMENTS:  Ability to take initiative and work independently, with appropriate supervision, while also being able to work collaboratively as part of a team. Must have strong research and writing abilities, as well as effective organizational and communication skills. Public speaking and presentation ability desirable, as is editing and basic graphic design and layout experience. Demonstrated commitment to civil and human rights and social justice preferred. Strong interpersonal skills are essential, including ability to maintain composure, sensitivity, confidentiality, and discretion in interactions with a wide range of individuals and communities. 
Working knowledge of computer software including but not limited to Microsoft Office 2007. Experience working in the public sector and familiarity with the Cambridge community are desirable. 
BA or BS degree in a related field or equivalent experience required. Experience with investigation and case management preferred. Education or experience working in the fields of law, mediation, community organizing, and/or criminal justice desired. 
PHYSICAL DEMANDS:  Ability to access, input, and retrieve information from a computer. Ability to answer phones, maintain multiple files, and be able to lift a minimum of at least 10 pounds. Sufficient mobility to travel back and forth to offsite meetings. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

WORK ENVIRONMENT:  Standard office environment with fluorescent lights, air conditioning, computers, and other standard office equipment. Work takes place primarily at 51 Inman St. location; however, there will be frequent outside meetings with partner agencies and local organizations and community groups.  
RATE:

$47,000-52,000
APPLICATION PROCEDURE:  Internal applicants submit a job bidding form and 2 copies of both your resume and letter of interest; external applicants submit 2 copies of both your resume and letter of interest by 5pm on the closing date via email to: employment@cambridgema.gov or to Personnel Dept, Room 309, City Hall, 795 Massachusetts Avenue, Cambridge MA  02139. Fax 617-349-4312
THE CITY OF CAMBRIDGE IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER. WOMEN, MINORITIES, VETERANS, AND PERSONS WITH DISABILITIES ARE ENCOURAGED TO APPLY. CITY OF CAMBRIDGE RESIDENTS ARE ESPECIALLY ENCOUARGE TO APPLY.
Page 1

