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Community and Government Affairs Liaison
(Temporary)

	Department:
	City Manager’s Office	
	Reports To:
	Executive Assistant to the Mayor and City Manager
	Division:
	City Manager’s Office	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	Click here to enter text.	
	Revision Date:	
	12/19/2011


GENERAL STATEMENT OF JOB

Performs complex legislative work which involves building relationships and works as liaison with governmental and legislative entities. This position works under the general supervision of the Executive Assistant to the Mayor and City Manager in support of initiatives from both the Council and the City Manager, with some latitude of the use of initiative and independent judgment.

This position will capture, and disseminate relevant government engagement and public policy documents, policies, strategies, case studies, reports, and research to the City of Centennial.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Participates in organizational activities related to the legislative session and attends legislative hearings and meetings with legislators, legislative staff, and other legislative liaisons.
Represents the City before legislative committees.
Coordinates responses to legislative inquires, and reviews and edits legislative correspondence; reviews with the Executive Assistant to the Mayor and City Manager prior to distribution.
Coordinates communication with the Public Information and Special Events Manager.
Prepares regular report summaries of meetings and hearings, and disseminates findings to appropriate staff.
Monitors standing and interim committee schedules and agendas, and communicates relevant information to City management. 
Prepares reports on newly enacted laws and pending state and federal legislation and communicates with appropriate staff. 
Identifies, develops, schedules, and conducts legislative meetings with proper staff and/or Department Heads when needed.
Ensures policy and strategy coherence between the City’s key strategic areas.
Development and maintenance of good working relations with government agencies and other relevant organizations.
Writes articles, briefing papers, and reports, which are reviewed by the Public Information and Special Events Manager and/or Executive Assistant to the Mayor and City Manager, for external and internal publication including contributing to the City’s newsletter.
Establishes and maintains a working environment conducive to positive morale, individual style, quality, creativity, and teamwork.
Develops and implements an annual work plan; organizing and prioritizing work activities, projects, and programs; monitoring work flow; reviewing and evaluating work products, methods and procedures.
Participates in the development and administration of the department’s budget as needed.
Writes and reviews City Council Reports.
Prepares and delivers public presentations before City Council.
Keeps abreast of developments in relevant campaigning and policy areas and in the wider political context.
Contributes to City-wide communications, under the guidance of the Public Information and Special Events Manager, as requested. 
Recommends strategies for policy engagement.
Demonstrates community involvement and interest in issues of policy and intergovernmental relations. 
Responsive to customer expectations in a timely and appropriate manner.  
Must have reliable transportation to attend frequent off-site meetings.
Other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge
Demonstrated knowledge of latest public sector issues.
Demonstrated high-level expertise in government relations and policy development.
Understand issues regarding conserving resource, i.e. financial, physical.
Knowledge of the federal and state legislative process and state government administration.
Skills
Skill in compiling, evaluating, and presenting legislative information; in problem-solving and negotiating; and in policy analysis and research.
Excellent analytical as well as oral and written communication skills.
Excellent interpersonal skills.
Analysis & reporting.
Strong computer literacy; e.g. MS Office Suite; email; calendar; Internet.
Abilities 
Ability to be a team player with a strong track record of producing evidence-based policy positions aimed at underpinning campaigning and advocacy work.
Be able to demonstrate good interpersonal skills and accept diversity in the workplace.
Is able to influence decision making in their area of responsibility.
Strong commitment to the objectives of the City. 
Provide & seek advice.
Make decisions under pressure.
Ability to analyze various issues, to work under pressure and meet close deadlines, to communicate effectively.
Ability to develop and maintain productive relationships with elected officials, co-workers, business leaders, advisory boards, and the general public.
Understand the City's political environment and sensitivities; ability to function effectively within that environment.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Requires a bachelor’s degree in relevant subject field.
Post graduate qualifications in a relevant discipline, e.g. social sciences, development studies, or public policy preferred. 
Two (2) to five (5) years of demonstrable experience in developing evidence based policies aimed at influencing at the highest level.
Any equivalent combination of education and experience will be considered.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
[bookmark: _GoBack]The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 20 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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