
City of New York 
CULTURAL AFFAIRS 

 Job Vacancy Notice 
 
Civil Service Title:  Arts Program Specialist  

 
Level:    00         

 
Title Code No:  60495 

 
Salary: $32,378.00/$32,378.00-$32,722.00                 

 
Office Title:   Program Services Fellow             

 
Work location:   31 Chambers St., N.Y., NY 10007    

 
Division/Work Unit: Programs 

 
Number of Positions:  1 

 
Hours/Shift:  Hourly - up to 35 hours per week 

Job Description 
The Department of Cultural Affairs (DCLA) Fellows Program is a one-year agency fellowship at DCLA open to recent college graduates 
interested in interacting with DCLA’s constituency--the astonishingly rich and diverse collection of not-for-profit cultural organizations that 
call New York City home. DCLA’s clientele includes internationally recognized museums, theaters, botanical gardens and wildlife centers, 
as well as a myriad of community-based arts groups that serve as important anchors for their  neighborhoods.  
 
The Program Services Fellow will take part in the administration of a grant process that involves the full spectrum of cultural activity 
taking place throughout the five boroughs of New York City and work with a diverse constituency of over 800 groups that includes both 
the internally recognized organizations as well as small neighborhood groups. The fellow will monitor DCLA-funded programs such as 
dance, music and theater performances; arts education in all major disciplines; the exhibition of works of art both at world-renowned 
museums and in site-specific installations; the presentation of historical artifacts at some of New York City’s most historic sites; and hands-
on activities that help public school children learn about the environment. Of particular importance, the Fellow will assist the Program 
Services unit in adapting its current funding processes with the goal of (a) making them more transparent, equitable and easily 
understood by the field, and (b) expediting payments. Additionally, the Fellow will assist the unit in the development of a new multi-year 
funding cycle based on competitive review and regular evaluations. In short, the Fellow’s year at DCLA will provide invaluable exposure 
to the intersection of government and the arts and an in-dept behind the scenes look at how New York City supports its cultural 
infrastructure. 

Qualification Requirements 
 

1. Four years of full-time experience in planning, coordinating, budgeting, producing organizing administering or directing a 
cultural institution; or  

2. Three years of full-time experience as a practitioner in any of the performing or visual arts, plus at least one year of 
experience in planning, coordinating, budgeting, producing, organizing, administering or directing a cultural program or 
cultural institution; or 

3. A baccalaureate degree from an accredited college including or supplemented by 24 credits in one of the visual or performing 
arts or in arts management or 

4. Education and/or experience equivalent to that described in (1), (2), or (3) above. However, all candidates that do not possess 
a baccalaureate degree must have at least one-year of experience as described in (1) above. Experience of substantial nature 
will be considered on a pro-rated basis, if it is not full-time. 
 
                                *** New York City Residency is required within 90 days of Appointment. *** 

Essential Skills 
The preferred candidate must have excellent interpersonal and communication skills (both verbal & written); solid organizational and 
computer skills are also required. Additionally, the candidate must demonstrate an interest in government and in the arts. 

To Apply: 
Submit resume & cover letter indicating JVN# To: 

 
Recruitment Office: NYC Department of Cultural Affairs, 31 Chambers Street, 2nd Floor, New York, NY 10007  

E-mail crecruit@culture.nyc.gov (Indicate Office Title in subject line)  
 

The City of New York is an Equal Opportunity Employer. 
   

Post Date: 08/07/2008 Post Until: Filled JVN: 126-2009-001899 

    
 


