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Position is part-time (approximately 30 hours per week) and temporary (January through April).

Pay is $22 per hour. 

Background:  Hartford Decide$, a participatory budgeting initiative, is in its second year. Hartford Decide$ empowers Hartford residents to decide how to spend $250,000 in City capital funds. Through a series of community meetings and the work of volunteer action teams, residents will brainstorm ideas for addressing issues and challenges in the city and develop those ideas into project proposals. Residents will participate in a citywide voting process in March in which projects will be selected for implementation. 

Responsibilities:

1. Implements day-to day requirements of Hartford Decide$, under the direction of the HD Leadership Team and Steering Committee.

2. Supervises other staff and interns. 

3. Assisted by other staff, interns and volunteers, performs, or assures that others perform, the following tasks:

a. Maintain all project records, including agendas, notes, participant contact lists, flyers and other documentation of the process. 

b. Provide staff support to Steering Committee, Leadership Team, subcommittees, and Action Teams, including sending of meeting notices, attendance at meetings, production of meeting notes, and arranging meeting space and refreshments. 

c. Organize community meetings, including arranging meeting space, facilitators, refreshments, equipment, day care, and translation services, production and distribution of agendas, handouts, and feedback forms. 

d. Oversee outreach to and recruitment of participants 

e. Connect Action Teams with City experts and assure that Action Teams have the resources they need to complete the development of project proposals 

f. Oversee implementation of the voting process 

g. Assist in production of the evaluation report 

Requirements: The successful candidate must be a Hartford resident, possess good writing and organizational skills, have the ability to manage time and prioritize tasks, the ability to manage staff, the ability to work collaboratively and as part of a team, and demonstrate a commitment to community engagement. Preference will be given to candidates who are bilingual in Spanish and English.

Application:  Applicants are requested to email their resume and a cover letter explaining why they are interested in the position to ParticipatoryBudgetingHartford@gmail.com. Review of applications will begin on January 3, 2017. Applications will be accepted until a hiring decision is made. Hiring is dependent on receipt of grant funding.
image1.jpeg
HERrReo

EEea $





Job Opportunity


 


Program Manager


 


 


Position 


is


 


p


art


-


time (


approximately 30


 


hours per week)


 


and


 


temporary (January through 


April


)


.


 


 


Pay


 


is $


22


 


per hour. 


 


 


Background:


  


Hartford Decide$, a participatory budgeting initiative, is in its second year. Hartford Decide$ 


empowers Hartford residents to decide how to spend $250,000 in City capital funds. Through a series of 


community meetings and the work of volunteer action tea


ms, residents will brainstorm ideas for addressing 


issues and challenges in the city and develop those ideas into project proposals. Residents will participate in a 


citywide voting process in March in which projects will be selected for implementation. 


 


 


R


esponsibilities:


 


 


1. 


Implements


 


day


-


to day requirements of Hartford Decide$, under the direction of the HD Leadership


 


Team 


and Steering Committee.


 


 


2. Supervises other staff and interns. 


 


 


3. Assisted by other staff, interns and volunteers, performs, or as


sures that others perform, the following tasks:


 


 


a.


 


Maintain all project records, including agendas, notes, participant contact lists, flyers and other 


documentation of the process. 


 


 


b.


 


Provide staff support to


 


Steering Committee, Leadership Team, subcommi


ttees, and Action Teams, 


including sending of meeting notices, attendance at meetings, production of meeting notes, and 


arranging meeting space and refreshments. 


 


 


c.


 


Organize community meetings, including arranging meeting space, facilitators, refreshme


nts, equipment, 


day care, and translation services, production and distribution of agendas, handouts, and feedback forms. 


 


 


d.


 


Oversee outreach to and recruitment of participants 


 


 


e.


 


Connect Action Teams with City experts and assure that Action Teams have the resources they need to 


complete the development of project proposals 


 


 


f.


 


Oversee implementation of the voting process 


 


 


g.


 


Assist in production of the evaluation 


report 


 


 


Requirements:


 


The successful candidate must be a 


H


artford resident, possess good writing and organizational 


skills, have the ability to manage time and prioritize tasks, the ability to manage staff, the ability to work 


collaboratively 


and as part of a team, and demonstrate a commitment to community engagement. 


Preference 


will be given to candidates who are bilingual


 


in 


Spanish and English.


 


 


Application:  


Applicants are requested to email their resume and a cover letter 


explaining why they are 


interested in the position to 


Participatory


BudgetingHartford@gmail.com


. Review of applications will begin on


 


January 3, 2017


. Applications will be accepted until a hiring decision is made. Hiring is dependent on receipt of 


grant funding.


 




Job Opportunity   Program Manager     Position  is   p art - time ( approximately 30   hours per week)   and   temporary (January through  April ) .     Pay   is $ 22   per hour.      Background:    Hartford Decide$, a participatory budgeting initiative, is in its second year. Hartford Decide$  empowers Hartford residents to decide how to spend $250,000 in City capital funds. Through a series of  community meetings and the work of volunteer action tea ms, residents will brainstorm ideas for addressing  issues and challenges in the city and develop those ideas into project proposals. Residents will participate in a  citywide voting process in March in which projects will be selected for implementation.      R esponsibilities:     1.  Implements   day - to day requirements of Hartford Decide$, under the direction of the HD Leadership   Team  and Steering Committee.     2. Supervises other staff and interns.      3. Assisted by other staff, interns and volunteers, performs, or as sures that others perform, the following tasks:     a.   Maintain all project records, including agendas, notes, participant contact lists, flyers and other  documentation of the process.      b.   Provide staff support to   Steering Committee, Leadership Team, subcommi ttees, and Action Teams,  including sending of meeting notices, attendance at meetings, production of meeting notes, and  arranging meeting space and refreshments.      c.   Organize community meetings, including arranging meeting space, facilitators, refreshme nts, equipment,  day care, and translation services, production and distribution of agendas, handouts, and feedback forms.      d.   Oversee outreach to and recruitment of participants      e.   Connect Action Teams with City experts and assure that Action Teams have the resources they need to  complete the development of project proposals      f.   Oversee implementation of the voting process      g.   Assist in production of the evaluation  report      Requirements:   The successful candidate must be a  H artford resident, possess good writing and organizational  skills, have the ability to manage time and prioritize tasks, the ability to manage staff, the ability to work  collaboratively  and as part of a team, and demonstrate a commitment to community engagement.  Preference  will be given to candidates who are bilingual   in  Spanish and English.     Application:   Applicants are requested to email their resume and a cover letter  explaining why they are  interested in the position to  Participatory BudgetingHartford@gmail.com . Review of applications will begin on   January 3, 2017 . Applications will be accepted until a hiring decision is made. Hiring is dependent on receipt of  grant funding.  

