     MAYOR’S OFFICE OF EMPLOYMENT DEVELOPMENT       

V A C A N C Y

 August 28, 2007

CLASS TITLE: 
             Executive Liaison for Public Policy
LOCATION:



           DIRECTOR’S OFFICE

SALARY RANGE:
                                     $54,800 – $85,400

GENERAL DESCRIPTION:

The Mayor’s Office of Employment Development (MOED), Baltimore’s workforce investment agency and one-stop career center operator, is seeking an experienced public policy/legislative professional to identify emerging issues in the workforce development arena, monitor developments, and ensure that the agency’s legislative and budgetary priorities receive attention at the federal, state and local levels. The position will develop and maintain relationships with federal, state and local elected officials and their staffs, government agencies, and the Mayor’s Office of Intergovernmental Relations (MOIR). This position will serve as the executive liaison to the Mayoral appointed Baltimore Workforce Investment Board (BWIB) and assist the Director of MOED in promoting the board’s priorities and supporting its operations. The Executive Liaison for Public Policy will also be responsible for promoting MOED’s key budgetary and operational priorities through targeted grant development resulting in successful proposals for federal, state and/or foundation grants and awards. 

EXAMPLES OF DUTIES:

· Continuously monitors, analyzes, and summarizes all federal, state and Baltimore City policies, legislation, and regulatory and budgetary initiatives that have the potential to affect MOED’s operations. 

· Serves as the organizational liaison with Congressional staff, members of the Baltimore City Delegation to the Maryland General Assembly, the Baltimore City Council, and the Mayor’s Office of Intergovernmental Relations. 

· Provides direct support to the BWIB including meeting facilitation and strategic planning.

· Directs the development and execution of the BWIB’s short- and long-term strategies, including preparing its annual legislative agenda and legislative outreach plan. 

· Apprises the MOED Director and the BWIB Chair and its membership of relevant policy, legislative, regulatory and budgetary initiatives that have the potential to affect MOED operations; makes recommendations for action.  

· Produces comprehensive legislative alerts, “white papers,” position statements, testimony, etc. for print distribution and web site posting.

· Provides logistical support for legislative briefings and hearings with elected officials.  

· Serves on various committees/task forces designated to work on workforce policy matters.

· Identifies potential funding sources and prepares successful grant proposals to create, sustain, and/or expand key employment and training programs and services delivered by MOED.

· Executes special projects emanating from City Hall, other City departments, the State Department of Labor, Licensing and Regulation, the U.S. Department of Labor, etc., under the guidance of the MOED Director.

KNOWLEDGE, SKILLS AND ABILITIES

· A strong interest in and a deep understanding of workforce development programs and practices.

· Extensive federal, state and local public policy experience.

· Persuasive oral presentation skills.

· Strategic and analytical thinker capable of identifying, understanding, and analyzing broad and differing perspectives.

· Demonstrated ability to establish and develop relationships with key elected officials and their staffs.

· Mature manager, organized and capable of prioritizing competing needs and interests.

· Ability to anticipate problems and devise creative solutions. 

· Extensive experience in working with legislative issues, government relations, and/or public policy.

· Experience working with and supporting volunteer boards.

· Advanced writing skills with high attention to detail.

· Proven experience in writing successful grant applications.

EDUCATION AND EXPERIENCE

· Bachelor’s degree, preferably in political science, public administration, or related field,

· Eight (8) years experience in public affairs, program management or administration of human services (preferably employment and training) programs,

· Or any acceptable combination of education and experience

SPECIAL REQUIREMENTS

· Must have daily access to a car and possess a valid Maryland driver’s license

· Must have the ability to work evenings

· Criminal background investigation

ALL OTHER QUALIFIED APPLICANTS SHOULD SUBMIT A RESUME TO THE MOED HUMAN RESOURCES DEPARTMENT, VIA FAX: (410) 396-8132; OR VIA EMAIL: RESUMES@OEDWORKS.COM.  PLEASE PLACE JOB TITLE IN SUBJECT LINE.

MOED is an equal opportunity employer.
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