












HUMAN RESOURCES DEPARTMENT 
City of Burlington ________________________________________ 
179 South Winooski Ave, Burlington, VT 05401 Voice (802) 865-7145 

    Fax (802) 864-1777 

    Vermont Relay: 7-1-1 or 800-253-0191 

 

ASSISTANT DIRECTOR FOR COMMUNITY DEVELOPMENT 
Community and Economic Development Office 

 

POSTING DATE: March 22, 2012                DEADLINE TO APPLY:  Open Until Filled 

RATE OF PAY:  $1016.02/week                POSITION STATUS:   Regular Full-Time  

EXEMPT/NON-EXEMPT:  Exempt               CLASSIFICATION GRADE: 19 
 

This position is responsible for the development and management of a team to oversee the city’s programs focused on neighborhood & 

community development, participatory governance, national service and social services/social equity programs and the legal, 

contractual and compliance issues as they relate to Community Development Block Grant (CDBG), Corporation for National & 

Community Service, and other grant programs.   
 

Essential Job Functions: 

• Manage, develop and coordinate neighborhood & community development, participatory governance, national service and 

social services/social equity programs. 

• Conduct policy development, special planning and research projects emerging from community development, participatory 

governance, national service, and social services/social equity initiatives, or as identified by the Mayor or CEDO Director. 

• Assist the Mayor and City Council in developing and drafting community development, participatory governance, national 

service, and social services/social equity programs and policies. 

• Supervise evaluation and performance studies to include effectiveness of community development, participatory governance, 

national service, and social services/social equity programs and city’s civic engagement infrastructure. 

• Provide support and information to the City Council and its Committees, as required. 

• Maintain positive public relations in providing information to public and media and in handling public complaints.   

• Represent the City before State and National funders, legislative bodies and elected officials, public institutions, and solicit 

support in the development of pilot model programs for community development, participatory governance, national service, 

and social services/social equity programs. 

• Prepare intermediate and long range plans for neighborhood & community development, as a basis for CEDO Director, 

Mayor and City Council decisions on priorities, implementation strategies, and funding alternatives, including but not limited 

to the city’s Consolidated Plan for Housing & Community Development. 

• Establish and initiate public, nonprofit and private partnerships and collaborations for the achievement of all programs and 

goals. 

• Monitor performance of staff, consultants, and contractors, governmental and non-profit partners enlisted or funded to meet 

program objectives. 

• Receive, review, and rate proposals for National Service Anti-poverty/Capacity Building Resources according to federal and 

locally established criteria. 

• Advise applicants and City Departments on regulations and procedures involved in selecting and evaluating proposals. 

• Maintain regular contact with U.S. Department of HUD officials and other funding agencies and partners on policies, 

practices and resource opportunities for city initiatives 

� Oversee Community Development Block Grant (CDBG) allocation process, including public meetings and public hearings.   

� Evaluate and formulate priorities to guide resource allocation and development. 

� Maintain knowledge of federal, state and local rules and regulations for a broad range of grant and loan programs and apply 

that knowledge to review/negotiate contracts with funders and grantees and establish administrative procedures for 

compliance with financial/legal requirements.   

� Create and coordinate cross-divisional information systems (i.e., databases, reports to funders and from grantees and program 

staff) and procedures.   

� Create/deliver clear and readily understandable information about the department’s activities for the public, funders, grantees 

and other city departments, in a variety of media (public meetings/workshops, written materials, online).   

� Manage staff, including but not limited to, assigning, scheduling and supervising work, training, evaluating performance and 

administering discipline. 

• Prepare and administer the division’s annual budget; monitor all expenditures and funding/cost share allocations, and 

preparing grant requests to funding agencies. 

• Other duties as required.  
 

Qualifications/Basic Job Requirements:  
� BS in Public Administration or related field and five (5) years of experience in Community Development or grant 

management required. 

� Masters in Community Development or Public Administration preferred. 

� Three (3) years of experience performing reporting, evaluating, and/or monitoring functions within a non-profit and/or 

municipal organizations engaged in promoting economic, housing, or community development required. 

� Strong communication skills, both oral and written with a demonstrated ability in public speaking, use of specialized 

presentation software and equipment. 

� Ability to operate in a Windows based environment with proficiency in word processing and spreadsheet software required. 

� Ability to interpret federal grant regulations for legal, contractual and compliance issues. 

� Ability to work under pressure. 

� Ability to work with a diverse group of staff, management, elected officials, community groups, etc. in a courteous and 

professional manner.  
 

The City of Burlington does not discriminate on the basis of race, color, national origin, sex, sexual orientation, religion, 

age, or disability in employment or the provision of services.  Submit City of Burlington Application, cover letter and 

resume to: Human Resources Department, 179 South Winooski Ave #100, Burlington, Vermont 05401.  For more information 

about this position please see our website www.burlingtonvt.gov/HR Available in alternative formats for persons with 

disabilities.  For disability access information contact Vermont Relay: 7-1-1 or 800-253-0191 

WOMEN, MINORITIES AND PERSONS WITH DISABILITIES ARE HIGHLY ENCOURAGED TO APPLY. EOE. 
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