The Mayor’s Community Affairs Unit (CAU)

Brooklyn Borough Director
Job Description
CAU borough directors serve as the direct link between the community and the mayor and his city agencies. They represent the mayor in each of their respective boroughs. In the position of Brooklyn Borough Director, this individual will be responsible for the maintaining key relationships in the entire borough, attending relevant civic, community board and community meeting and representing the Mayor at events such as parades and fairs.  Borough Directors are responsible for following up on 311 complaints and correspondence, and maintaining lists of issues and prominent community leaders. 

In emergency situations in their borough, Borough Directors are on the scene to represent the Mayor’s Office.  Emergency situations include but are not limited to blackouts, tragic deaths, high profile crimes, fires where citizens are impacted and water main breaks or street collapses where citizens are evacuated from their homes. 

Borough Directors seek to generate positive press for CAU and actively look to attend new civics, meeting and events each month, in addition to getting involved in task forces or create new task forces as the need arises.

The preferred candidate must have excellent analytical and interpersonal skills, along with strong communication and organizational skills. Also important is the ability to deal with a diverse constituency and work productively under pressure, both as an individual and part of a team.  The Brooklyn Borough Director reports directly to the Commissioner. Skills required include:
· Bachelor’s degree from a 4-year college or equivalent job experience
· Keen ability to prioritize and handle multiple assignments
· Ability to work with all levels of staff, inside and outside the agency

· Ability to work independently and exercise high degree of initiative to accomplish tasks and solve problems
· Ability priorities and follow up while meeting deadlines
· Excellent writing, communication and interpersonal skills

· Professional demeanor
· Bilingual (English/Spanish) candidates preferred

Salary commensurate with experience.  The City of New York is an Equal Opportunity Employer.
