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CITY OF BELLEVUE
invites applications for the position of:

Commun¡ty Relations Coordinator

SALARY: $30.43 - $41.98 HourlY
$4,2I9.I0 - $5,821.81 Monthly
$50,629.20 - $69,861.72 AnnuallY

OPENING DATE: 07/2e/7s

CLOSING DATE: 0B/t7/Is 05:00 PM

JOB SUMMARY:

The .8 Limited Term (32 hours) NEP Community Relations Coordinator will coordinate all aspects of
NEP's program development, including marketing, program guidelines, public outreach and

engagement, interdepartmental coordination and fiscal management, The NEP Coordinator will work
alongside the Neighborhood Outreach Team and an interdepartmental team whose work plan is to
facilitate community-driven neighborhood improvement projects that enhance Bellevue's neighborhoods
as great places to live, work and play.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Performs duties and responsibitities commensurate with assigned functional area which may
include, but are not timited to, any combination of the following tasks:

. Coordinate a citizen engagement process for identifying, prioritizing and implementing
enhancements to Bellevue neighborhoods.

. Lead an interdepartmental team whose members not only carry out project implementation, but
also collaborate in the development of program policies and procedures.

. Monitor NEP budget, and maintain all program records.

. Assist with site visits to scope projects and develop conceptual plans of NEP projects.

. provide direct response to non-NEP general requests and/or route to appropriate departments to
ensure timely response.

. Build and maintain effective working relationships with neighborhoods, community groups, and

City departments.
o Initiates new strategies to improve existing programs and projects; provides advice to program

and project managers to improve community relations; develops strategies and methods to
enhance and encourage public involvement.

. provide effective outreach with Bellevue's diverse population, broadening participation from
traditionally under-represented neighborhoods'

. Produces and coordinates program publications, brochures, newsletters, videos, web information
and materials; meets with staff to determine key messages and themes.

. Evaluate and integrate appropriate internet tools that facilitate online public participation with
NEP, including project idea submissions, online open house and public voting on project
selections,

. Prepares and presents written and verbal communications for various audiences,

. Participates on various teams and committees; attends public meetings and advisory board

meetings to obtain and disseminate information; may serve as departmental official
spokesperson,

. Prepare program updates for City Council.

. Work as part of the Neighborhood Outreach Team to plan and implement new projects and

approaches to citizen involvement and neighborhood service deliver:y, Also assist team members
with projects as needed.
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QUALIFICATIONS:
Education and Experience

. Graduation from an accredited four-year college or university with a degree in communications,
political science, or related field.

. Four or more years of professional related experience in project management, public outreach,
and community organizing and related areas.

o Or anY equivalent combination of education, experience, and training that provides the required
knowledge, skills, and abilities.

Qualifications

. Strong public outreach skills and knowledge of the principles and practices of group process,
community organizing, and public participation.

. Experience with project management and ability to handle multiple projects and issues
simultaneously.

o Familiarity with budget administration, basic accounting, and program evaluation methods.¡ Establish and maintain effective working relationships with city staff.. Ability to lead a team, and to work as a member of a team.. Use good judgment in prioritizing work assignments.
o Listen and communicate effectively with diverse group(s) of people,

" Exhibit a non-judgmental, open manner and utilize effective interpersonal skills.
" Act calmly, rationally, objectively, decisively and tactfully in difficult situations.

. Prepare and deliver effective presentations and trainings.. Excellent written and oral communications skills.. Experience using Windows-based software, Excel, PowerPoint, Publisher and familiarity with data-
base tracking. systems.

WORK ENVIRONMENT/PHYSICAL DEMANDS:
The physical demands and work environment characteristics described here are representative of those
that must be met by an emptoyee to successfully perform the essential functions of this position or that
an employee encounters while performing the essential functions of this position. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

. Work is performed in a normal City office environment, with a considerable number of meetings
outside the office environment.

. Ability to lift 40 lbs and set up rooms for public meetings.
o Travel to/from meetings and various locations.
¡ Attend evening and weekend meetings and events as required.

OTHER:

This is a .B (32 hours) limited term, exempt, non-union position.

If this position is identified as a limited term, the following definition applies: Hired for no more than
three years. Employment status is exactly the same as regular employees and receives all the same
benefits with three exceptions:

1. Position is at-will for the duration of the limited term assignment.
2. Has a specific end date in which their employment with the City will terminate,
3. Ineligible for any form of layoff benefits and/or severance at termination.

For further information about the job, you may contact Mike McCormick-Huentelman via email
at mmhuent@bef levuewa,qov

The City of Bellevue is situated between Lake Sammamish and Lake Washington with the Cascades mounta¡n range to the east and the
olympic mountains to the west offer¡ng breath-tak¡ng panoramic vistas. Be¡levue is the Easts¡de's major urban population center, and is the
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fifth largest c¡ty in Washington State. We are proud of our award winning city and the employees who help make it happen! The City of
Bellevue is truly a culturally-enriched destination city to l¡ve, work and play! Apply online at www.bellevuewa,gqv.

The City of Bellevue values diversity in its workforce and is an Equal Opportunity Employer that does not unlawfully discrim¡nate on the basis
of race, sex, age, color, sexual orientat¡on, gender ¡dent¡ty, religion, national origin, marital status, genetic informat¡on, veteran's status,
disability, or any other basis prohibited by federal, state or local laws.

APPLICATIONS MAY BE FILED ONLINE AT
http ://www. þellevuewa. oov/

PO Box 90012
Bellevue, WA 98009

Position #15-00218
COMMUN]TY RELATIONS COORDINATOR

DK

Community Relat¡ons Coordinator Supplemental Questionnaire

x 1. Have you graduated from an accredited four-year college or university with a degree in
communications, political sc¡ence, or related field.

Ll yes J I'lo

x 2. Do you have four or more years of professional related experience in project management, public
outreach and community organizing and related areas?

Jyes ruo

x 3. Please cite an example from your prior experience in project management, public
outreach,community organizing or related areas. What did you accomplish and what did you learn
from the experience?

x Required Question
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