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JOB ANNOUNCEMENT 

BRONX COMMUNITY BOARD 1 

DISTRICT MANAGER POSITION 

AII-AmePlca City 

'1111! 
VACANT 

DISTRICT MANAGER 

Bronx Community Board 1 is a City Agency serving the communities of Port Morris, Mott Haven and 

Melrose. We are empowered through the New York City Charter to make recommendations on land use 

budgets, public policy and to monitor city services. The Community Board consists of up to 50 appointed 

members with an advisory role in the city's land-use process, community advocacy, etc: 

The District Manager serves in the capacity of municipal manager, information source, community 

organizer, mediator and advocate. This position is directly supervised by the Board Chairperson, under 

the direction of the Executive Committee and the Community Board. Job Responsibilities are as follows; 

• Directs the day-to-day operations of the Board Office; supervises, evaluates, directs and motivates

staff;

• Maintains and monitors the internal budget of the Board, makes policy and strategy

recommendations to the Board including; but not limited to, CB1 Capital and Expense budgets of NYC,

and executes Board policy;

• Presides over monthly District Service Cabinet meetings, establishing the agenda, creating and

preparing reports to the Board, attends monthly Borough Service, Borough Board and committee

meetings; performs other duties as assigned and approved by Community Board Chair;

• Actively coordinates, monitors and evaluates the effective delivery of municipal services within the

district; responds to constituent concerns, processes complaints, submits accurate information to the

public relating to services provided by municipal agencies within the district and reports those

concerns to the Board, maintains files and records in both paper and electronic formats;

• Serves as a conduit among community residents, community groups and city agencies to ensure

proper delivery of municipal services;

• Attends monthly General Board, committee meetings, public hearings and sub-committee where

appropriate;

• Prepares other written or verbal reports to the board and drafts correspondence in the board's name;

• Conducts bi-weekly walk-through of community districts; Port Morris, Mott Haven and Melrose to

identify areas of concern to be documented and reported to officers of the board for actionable

feedback;

• Coordinates meetings under the direction of the Community Board Chair; directs staff to prepare

materials for meetings or events, advisory committees, working groups, and other forums; ensures

materials are reflective of the Boards' priorities and coordinates distribution to key stakeholders.






