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Maryland Department of Housing and Community Development

Community Outreach Coordinator (C09003)
(Administrative Officer III)
In-House Recruitment

(Only open to current DHCD employees in regular State positions)
Hiring Range: $38,594 - $49,859

This is a contractual position with no benefits
Maryland Department of Housing and Community Development (DHCD) is a national leader in the financing of affordable housing and revitalizing of communities. We are good but strive to be great.  To make this happen our team needs members that will challenge the status quo, effectively communicate ideas and issues, independently bring forth practical and efficient solutions, believe change is good and want to come to work knowing that what they do makes a difference in their neighborhood.  DHCD has an immediate opening for an Community Outreach Coordinator.
The Community Outreach Coordinator serves as the Special Assistant to the Director of Community Outreach. This individual will also be the liaison for client and stakeholder relations and is responsible for the collection and documentation of project information, manages the administrative affairs of the Community Outreach Director, and assists the Director in ensuring that DHCD’s Community Outreach operates in an efficient, quality centered manner using resources appropriately, and in building and maintaining alliances with elected officials, HUD, local officials, non-profit organizations, realtors, lenders, the Governor’s ethnic commissions, and other DHCD units; coordinating all short and long term outreach activities; collaborating with DHCD staff to generate communications materials for Capital For A Day activities, presentations to promote the Department’s mission and portfolio of programs and services; preparing weekly, monthly and annual strategic outreach reports/plans and coordinating external special events; and participating in events to increase visibility for the DHCD; handling logistics for special marketing and outreach events including conferences, trade shows, fairs, public announcements and other special initiatives. The Community Outreach Coordinator is also essential to generating reports to the DHCD Office of the Secretary, Governor’s Office of Community Initiatives, Lt. Governor’s Office, and Governor’s StateStat Office; including but not limited to State Stat, BRAC Stat, mortgage foreclosure clinics, etc. to report outcomes of the DHCD’s outreach efforts.  
The Maryland Department of Housing and Community Development offers casual business dress on Fridays.  There is ample free parking, a cafeteria in the building, and DHCD is located in close proximity to the historic capital of Annapolis.
Minimum Qualifications
Education:
Possession of a bachelor's degree from an accredited four-year college or 




university.

Experience:
Three years experience in administrative or professional work.

Notes:
Applicants may substitute graduate education for the required general experience at the rate of one year of education to one year of experience, for up to two years of the required general experience.


Applicants may substitute additional experience as defined above for the required education at the rate of one year of experience to one year of education, for up to four years of the required education.

Preference will be given to candidates who have experience managing day-to-day schedules/calendars for high level management and handling administrative affairs. Experience with event planning whether coordinating long or short term activities is a must.
Candidates with working knowledge of the principles and practices of public and business administration to include, the processes of planning, organizing, staffing, directing and controlling of analytical procedures and techniques and proficiency in the MS Office suite is highly desirable.  
To apply please submit a Maryland State Application (MS-100 – downloadable at www.mdhousing.org) no later than close of business (5:00 p.m.) on 03/26/10 to:

Sarita C. Durant

Recruitment Manager

Office of Human Resources

Department of Housing and Community Development

100 Community Place – 2nd Floor

Crownsville, MD 21032

Durant@mdhousing.org 

All applicants must be eligible to work in the United States. Educational credentials from foreign countries must be evaluated by an approved education review service. This evaluation must be submitted with your resume and/or application. For further information, you may call international Consultants of Delaware, Inc. (302-737-8715) or World Education Services Inc. (800-932-3897 or 202-331-2925).
DHCD is an Equal Opportunity Employer.
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