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CITY OF NEW YORK PARKS & RECREATION

CITYWIDE JOB VACANCY NOTICE: Job ID No. 688955

Office Title: Executive Administrative Coordinator for Capital Projects

Civil Service Title: Community Coordinator ~ Title Code No: 56058 Level: NA
Salary: $60,889 - $94,521

Number of Positions: 1 Work Location: Olmsted Center, Queens

Major Responsibilities

Under general direction, with wide latitude for independent initiative and judgment, perform difficult and responsible
administrative work in the capacity of assistant to a high-level executive manager.

Maintain extremely demanding schedule for the Deputy Commissioner of Capital Projects. Coordinate meetings
and prepare any necessary materials for those meetings.

Initiate meetings and conference calls with Parks’ staff, agency heads and community organizations.

Assist in gathering information and preparing correspondence for the Deputy Commissioner.

Provide general office support, maintain files and answer phones.

Assist the Deputy Commissioner with special projects.

Qualification Requirements

A baccalaureate degree from an accredited college and two years of experience in community work or community centered
activities in an area related to the duties described above; or

High school graduation or equivalent and six years of experience in community work or community centered activities in an

area related to the duties as described above; or

Education and/or experience which is equivalent to "1" or "2" above. However, all candidates must have at least one year of
experience as described in "1" above.

Residency in New York City, Nassau, Orange, Rockland, Suffolk, Putnam or Westchester counties required for employees with over two years of
city service. New York City residency required within 90 days of hire for all other candidates.

Preferred Skills/Qualifications

Excellent time management, writing, administrative and interpersonal skills.

Familiarity with Agency structure and operations.

Quick learner and able to multi-task and manage a complex schedule. Ability to communicate with and
recognize the needs of a supervisor who is often out of the office.

Proficiency with Microsoft Word, Excel and PowerPoint.

Interest in Capital Projects and executive management.

Ability to work in a team environment and with staff at all levels in the Agency.

How to Apply

All Applicants

Click Here to Apply: Executive Administrative Coordinator for Capital Projects OR

Go to cityjobs.nyc.gov and search for Job ID# 688955.

All applicants must apply via cityjobs.nyc.gov. The City is no longer using ESS to accept applications.

*Current City Employees please include your ERN and Job ID# 688955 on your cover letter and resume.

POST DATE: 01/03/2025 POST UNTIL: 01/27/2025*

NOTE: All resumes must be received no later than the last day of the posting period. *Posting period extended to 01/27/2025. Previous applicants are still under
consideration and need not reapply. References will be required upon request.

nyc.gov/parks
MOVEMENT IN THE FACE OF CIVIL SERVICE LISTS IS PROHIBITED UNDER CIVIL SERVICE LAW.

THE CITY OF NEW YORK IS AN INCLUSIVE EQUAL OPPORTUNITY EMPLOYER COMMITTED TO RECRUITING AND RETAINING A DIVERSE WORKFORCE AND PROVIDING A
WORK ENVIRONMENT THAT IS FREE FROM DISCRIMINATION AND HARASSMENT BASED UPON ANY LEGALLY PROTECTED STATUS OR PROTECTED CHARACTERISTIC,
INCLUDING BUT NOT LIMITED TO AN INDIVIDUAL'S SEX, RACE, COLOR, ETHNICITY, NATIONAL ORIGIN, AGE, RELIGION, DISABILITY, SEXUAL ORIENTATION, VETERAN
STATUS, GENDER IDENTITY, OR PREGNANCY.

TELECOMMUNICATIONS DEVICE FOR THE DEAF: (212) 504-4115
For information about applying for Civil Service Exams go to: Civil Service Exams - Department of Citywide Administrative Services (nyc.gov)



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nyc.gov%2Fsite%2Fdcas%2Femployment%2Fapply-for-a-city-job.page&data=05%7C02%7CBernice.Burgos%40parks.nyc.gov%7Cac82b8c7f5be4af4069c08dcb7dfba88%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C638587418744286620%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=G5oeNVP2PlZEBXCL8CL%2F2DYFbih6zm2zYbogU8DxWsA%3D&reserved=0
https://cityjobs.nyc.gov/job/executive-administrative-coordinator-for-capital-projects-in-queens-jid-27953
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fcityjobs.nyc.gov%2F&data=05%7C01%7CMichael.Gray%40parks.nyc.gov%7C2add9446c3da486eba1a08dba4d92399%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C638285024730487102%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=mH8xIz%2FTOWuG7ju%2BTxzcu2YjTWPYTugDNFvVqP3oarc%3D&reserved=0

