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22 Cortlandt Street, 11th Floor, Suite #1103, New York, NY 10007
Phone: (646) 710-4860 ( www.fphny.org
Job Title:              
Community Relations Specialist
 

Organization:
Fund for Public Health in New York - NYC Department of Health and Mental Hygiene – Bureau Intergovernmental Affairs
Position Reports to:
Director of Community Partnerships
The Fund for Public Health in New York, Inc. (FPHNY) is a 501(c)3 non-profit organization that is dedicated to the advancement of the health and well-being of all New Yorkers.  To this end, in partnership with the New York City Department of Health and Mental Hygiene (DOHMH), FPHNY implements programs to address pressing public health needs, fosters private sector support to enhance health and health care, and helps educate the public regarding the protection of individual, family and community health.

The Fund for Public Health in New York (FPHNY) seeks a Community Relations Specialist, funded through Community Transformation Grant from the Centers for Disease Control and Prevention (CDC).  This grant supports an integrated set of complementary evidence-based activities to bring about environment, program, and infrastructure changes to improve health outcomes by preventing the leading causes of death and disability across the life span for all New Yorkers, particularly those who experience disparities in health.  

It is the intention that any individual hired by FPHNY will become a DOHMH employee during the term of the CTG, subject to completion of all DOHMH qualification and New York City residency requirements and receipt of all necessary approvals. 

BUREAU OF INTERGOVERNMENTAL AFFAIRS 

The Bureau of Intergovernmental Affairs within the Division of Policy and External Affairs plays a central role in DOHMH’s ability to fulfill its mission by developing the agency’s legislative agenda at the City, State and Federal levels, serving as the agency’s point of contact for elected officials; and coordinating legislative discussions with the mayor’s office and other City agencies.  The Bureau also coordinates the Department’s appearance at public hearings; maintains relationships with community boards and civic organizations; and develops relationships with non-profit organizations that join our Take Care New York initiative. 

POSITION OVERVIEW:
The Community Relations Specialist will help the agency advance its community health education agenda by enlisting support from Take Care New York partners, community-based organizations and other groups. The Community Relations Specialist will also ensure that the Community Affairs unit responds quickly and accurately to requests for information and services made by these groups. 

RESPONSIBILITIES:
· Coordinate community affairs outreach and follow up activities for all 5 boroughs
· Assist with implementation of strategic plan for engaging community partners, including expanding the number and level of participation of Take Care New York partners

· Ensure that a partner database is maintained and updated

· Ensure that partners are informed about Department activities

· Assist with partnership recruitment initiatives to support agency initiatives and programs

· Ensure that inquiries from partners and the public are responded to quickly and accurately

· Serve as liaison between program staff and partners

· Work closely with legislative analysts to prepare for agency budget hearings
· Speaking publicly about Department initiatives and programs; disseminate information vital to effective functioning of agency programs 

· Other duties as assigned by the Director of Community Partnerships
Preferred skills:

· Full-time community liaison, community organization or community relations experience, at least two years of which have been in a broad administrative capacity with responsibility for planning, organizing, coordinating, developing, evaluating and/or administering a large community service program or activity
· Excellent communication and presentation skills

· Demonstrated ability to organize and direct community groups toward a specific goal

· Knowledge of public health issues preferred but not required

· Basic word processing, spreadsheet, PowerPoint and database management

· MPA or MPP preferred

· Bilingual preferred 

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.
SALARY AND BENEFITS:
FPHNY offers a comprehensive benefits package.  The salary range for this position commensurate with experience and is dependent upon experience and salary history.


TO APPLY:
To apply, send Resume (including month/year for each experience), and Cover Letter with current/last salary, to mbrooks3@health.nyc.gov
 indicating “Community Relations Specialist” your name” in subject line.  
The Fund for Public Health in New York, Inc., is an Equal Opportunity Employer and encourages a diverse pool of candidates to apply.

