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Innovation Team Coordinator (Part-time)

	Department:
	Office of Technology & Innovation 	
	Reports To:
	Innovation Team Manager
	Division:
	Innovation Team	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	4	
	Revision Date:	
	1/27/2015


GENERAL STATEMENT OF JOB

In 2014, the City of Centennial was selected by Bloomberg Philanthropies as one of fourteen cities to receive an Innovation Team (i-team) grant.  The three-year grant represents one of the largest private-sector commitments to social innovation in our nation’s history.  The grant will fund local teams, housed within the City Manager’s Office, charged with developing effective solutions to some of the City’s most pressing challenges. This position is subject to grant approval and funding.  Although the grant funding expires at the end of the three-year contract, the City may elect to continue the efforts of the Innovation Team beyond the grant’s expiration.

Some goals the City will address include developing a collaborative process applying new technologies and creative concepts to help improve mobility throughout a full spectrum of our community, modes of transportation and working closely with potentially affected interest (PAI) groups and closely exploring options for improving traffic flow, reduce motor vehicle traffic congestion hours and related costs, improving pedestrian and bicycle safety – such as safe routes to schools – and so much more.

This is a fantastic opportunity for an individual who has a passion for the pursuit of ideas, can mobilize energy around innovation and create momentum and drive toward furthering the City’s goal of being among the best managed and most livable cities in the nation.

The candidate should:

Be a self-motivated person of vision, creativity, and curiosity
Be able to tactfully and sensitively respond to concerns regarding proposed changes
Be an individual who can be a champion for how to help government think differently, take risks and break from traditional ways of solving problems
Be somewhat tech savvy, however, this is not a technology position
High performance team member

This is an at-will position. The duration of the position may be temporary and commensurate with the grant program’s three-year duration. However, the City intends to consider extension of the position dependent on additional funding, performance and City need.

More information may be found by reviewing the Innovation Delivery Playbook available via Bloomberg Philanthropies website:  http://www.bloomberg.org/program/government-innovation/#overview  

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.  

Vital in supporting, coordinating, and organizing, the i-team Coordinator will assist with streamlining all processes to allow the team to function as effectively as possible.
Provide administrative support to the team, including coordinating schedule, meetings, and conferences.
Prepare and manage contracts and invoicing.
Perform research and preparing briefings and presentations.
Coordinate team operations.
Monitor Innovation grant timeline compliance by the team.

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

Proven problem solving skills with an ability to anticipate problems and develop solutions on deadline.  Ability to handle confidential matters; track record of success in coordinating complex communications and interactions between multiple stakeholders; strong fiscal management skills.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High School diploma or GED.
Four years of progressively responsible administrative assistance and organizational development experience.
Experience and/or training in ideation and collaborative “informed consent” systems, such as provided by IPMP highly desirable.
Proven problem solving skills with an ability to anticipate problems and develop solutions on deadline.
Experience in working on a high-performing team.
Intermediate to advanced computer skills, including Microsoft Office, particularly in Excel, Power Point, animations and visualizations.
Strong fiscal management skills.
Excellent verbal and written communication skills.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

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

Physical Demands
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 30 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
[bookmark: _GoBack]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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