JOB DESCRIPTIONPRIVATE 

NEW ORLEANS CITY COUNCIL

CHIEF OF STAFF (COS)
The Council Chief of Staff serves in an administrative capacity with oversight of all Council operations and affairs (legislative, contracts, personnel, purchasing, travel); coordinating the services performed and provided by all Council Divisions: Research, Fiscal, Utilities and Clerk of Council.  The COS' relationship to the City Council would be comparable to that of the Chief Administrative Officer's to the Mayor.  The key role of the COS is to marshall the support and service resources of the Council, interpret policy directives, assign staff, coordinate meeting agendas and research, and attend all regular and special Council meetings.
MINIMUM QUALIFICATIONS, SKILLS, AND EXPERIENCE
· A law degree with at least 5 years experience in public administration and licensed to practice law in Louisiana.
· Strategic planning, policy development and program management skills.
· Experience in administrative control and oversight in coordinating departmental government units.
· Experience as a skilled negotiator in legislative matters related to public/private partnerships and intergovernmental relationships.
· Experience in managing a governmental entity or comparable service organization which deals with a diverse population.
· Experience and skills relative to public service legislation, especially legislative instruments integral in an urban environment.
· Able to analyze and modify organizational structures with an eye toward improving creativity, accountability and control.
· A strategic thinker, experienced in bringing divergent perspectives to consensus relative to key public policies and programs.
· A competent and mature leader who will develop the capacities of the organization.
· An inclusive style, reaching out to each Councilmember, Council and Administration Staff and the public at large.
· A working knowledge of the City’s Home Rule Charter and other bodies of law related to the Council’s exercise of its authority and the operation of city government, generally.
· Articulate, with demonstrated common sense and the ability to deal with elected officials and the general public. 
· Able to work concurrently on a wide variety of projects.
· Strong quantitative skills. 
· Demonstrated computer knowledge.  
· Good verbal and written communication skills.  
· Ability to interface well and willing to contribute to a team concept in the administration and supervision of Council central staff and the Council’s independent contractors.

