CITY OF NEW YORK
CULTURAL AFFAIRS
JOB VACANCY NOTICE

CIVIL SERVICE TITLE: Administrative Staff Analyst Level: Il

TITLE CODE: 10026 SALARY: $60,740 — $105,000

OFFICE TITLE: Assistant Commissioner, Capital Projects WORK LOCATION: 31 Chambers St., 2nd Fl.,, New York, NY 10007
Division/Work Unit: Capital Projects Number of Positions 1

Hours/Shift: FT

JOB DESCRIPTION

The New York City Department of Cultural Affairs (DCLA) provides support for 33 City-owned cultural institutions as well as hundreds of not-for-profit
cultural organizations and programs throughout the five boroughs. This constituency represents a diverse array of internationally renowned and
community-based organizations, including performing arts centers, museums, theaters, wildlife centers, botanical gardens, visual arts and film centers,
and arts education programs.

The Capital Projects Unit oversees the administration of a multi-million dollar capital program supporting the expenditure of City capital dollars funding
design and construction projects and major equipment purchases at cultural facilities located throughout the City. Facilities include performing arts
centers, museums, botanical gardens, historic houses, wildlife centers, theaters, visual arts centers, galleries, film centers and arts education programs.

The candidate selected for this position will manage the day-to-day administration of the Agency’s capital program, supporting nearly 200 cultural
organizations on projects that range from constructing new performing arts facilities to basic infrastructure improvements. The candidate will manage
and guide Capital Unit staff in shaping City-funded construction projects, including design development and project scope, ensuring requisite
construction management and budget capacity, and observing necessary City policies and regulations. Budget responsibilities will include reviewing
requests for capital funding and managing the Agency’s capital budget submissions, with attention to ongoing policies and priorities, and in consultation
with the Commissioner and the Mayor’s Office; developing and tracking the Agency’s Annual Capital Budget and Ten-Year Plan; and reporting on the
Agency’s Capital Program to City oversight agencies and the Mayor’s Office. The candidate will also develop and direct necessary training,
information sessions, and resources to inform capital project recipients about the City’s rules ad procedures for use of capital funding and project
management. The candidate may also supervise other Agency programs supported by capital funding.

QUALIFICATION REQUIREMENTS

1. A master's degree from an accredited college in economics, finance, accounting, business or public administration, human resources management,
Management science, operations research, organizational behavior, industrial psychology, statistics, personnel administration, labor relations,
psychology, sociology, human resources development, political science, urban studies or a closely related field, and two years of satisfactory full-
time professional experience in one or a combination of the following: working with the budget of a large public or private concern in budget
administration, accounting, economic or financial administration, or fiscal or economic research; in management or methods analysis, operations
research, organizational research or program evaluation; in personnel or public administration, recruitment, position classification, personnel
relations, employee benefits, staff development, employment program planning /administration, labor market research, economic planning, social
services program planning /evaluation, or fiscal management; or in a related area. 18 months of this experience must have been in an executive,
managerial, administrative or supervisory capacity. Supervision must have included supervising staff performing professional work in the areas
described above; or

2. A baccalaureate degree from an accredited college and four years of professional experience in the areas described in "1" above, including the
18 months of executive, managerial, administrative or supervisory experience, as described in "1" above.

Essential Skills

Architectural and design experience is essential, as is experience preparing capital budgets, working on design and construction projects, master
planning and reviewing architectural and engineering documents and cost estimates. In addition demonstrated interest in government, nonprofit
management and in the arts is preferred.

To Apply

Please submit your cover letter & resume to crecruit@culture.nyc.gov
(The JVN # must be the only text in the subject line)

If you do not have access to the Internet, mail your Cover Letter & Resume to:
Department of Cultural Affairs, Human Resources Office/ Recruitment
31 Chambers St. 2d floor, New York, NY 10007
(Indicate JVN# in the upper right hand corner of your cover letter & resume)

Please submit your cover letter & resume only once using one of the above methods. No phone calls, faxes or personal inquires permitted.
Note: Only those candidates under consideration will be contacted.
For more information about DCLA, visit us at: www.nyc.gov /culture

All appointments are subject to OMB approval. The City of New York is an Equal Opportunity Employer

DATED: 9/20/2011 POST UNTIL: Filled ‘ JVN: 126-2012-94079




