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NYC OFFICE OF THE MAYOR   
OFFICE OF OPERATIONS   
 
 
Position Title:  Special Advisor, Equity  

Job ID Number:  34167     

Location:   253 BROADWAY, NEW YORK, NY  

 

ORGANIZATIONAL PROFILE    
The Mayor’s Office of Operations works to make New York City government more effective and efficient. The 
Office is responsible for managing and coordinating multiagency initiatives and using data to help the City 
make informed policy decisions and strategic, targeted investments. The Office oversees the daily 
operations of City agencies, coordinates City initiatives, and assists agencies in improving service quality 
and in measuring performance to provide greater accountability. 

The Office of Operations (Operations) is committed to achieving equity and creating an inclusive 
workplace. The City understands equity to mean that an individual’s demographic identity – particularly, 
but not exclusive to, their race, ethnicity, gender identity, income, sexual orientation, and/or disabilities 
– should not determine their life outcomes. To foster an inclusive workplace, Operations is committed to 
providing opportunities for staff development and effective team building, open and transparent 
communication, enhancing our equity literacy, and providing space for exploring issues of diversity. We 
continue to strive for a workforce that better reflects the diversity of New York City. 

 
BACKGROUND 
Executive Order 45 of 2019 (EO 45) directs the Mayor’s Office of Operations to work with agencies and 
offices within New York City government to ensure that equity is an integral consideration in all 
policymaking, programs and initiatives. Specifically, it instructs agencies and offices to: 

• Report on a set of standard indicators to be compiled in the Social Indicators and Equity Report;  
• Assess key practices, procedures, and policies for opportunities to advance equity; and 
• Develop and implement actions that are intended to produce greater equity in areas relevant to 

the agency or office’s mission. 
 
POSITION DESCRIPTION  

The Special Advisor will be responsible for advising and supporting City agencies and mayoral offices in 
developing and implementing diversity, equity and inclusion strategies in the workplace. Specific 
responsibilities include, but are not limited to: 

• Working with agencies to strategize, develop and implement internal procedures, training 
curricula and materials developed as part of EO45 or internal working groups;  

• Hosting multi-agency workshops, brown bags and peer exchanges on diversity and inclusion 
strategies for human resource practices, office culture, organizational change and capacity 
building; 

• Providing individualized technical assistance to City agencies in order to advise agency-specific 
equity assessments and plans to reduce disparities; 

• Serving as a key point of contact for agencies with questions about effectively implementing 
internal strategies identified as part of agency assessments and action plans; 



Page 2 of 3 

• Manage project responsibilities, create and review work products, and ensure efficient progress 
on implementation of select citywide projects; 

• Other tasks as necessary. 
 
The Special Advisor will also be responsible for leading the diversity, equity, and inclusion work of the 
Office of Operations. This may include, but is not limited to: 

• Leading work on setting office equity goals, establishing accountability structures, and 
monitoring progress; 

• Leading or supporting at least one internal office affinity group focused on interpersonal support, 
learning, understanding, and connection, and doing regular check-ins with other group leads; 

• Convening office-wide meetings to check in on equity work, affinity groups, and progress toward 
equity goals in various projects across the office, including EO45 components; 

• Developing and operationalizing strategies for increased diversity in recruitment and hiring; 
• Working with City partners and external vendors to develop and/or deliver training sessions on 

relevant DEI topics; 
• Fostering equity-focused communities of practice across the City with other units and agencies. 

 

PREFERRED SKILLS AND/OR QUALIFICATIONS:  
The successful candidate must have a broad range of skills, but above all, they must be committed to the 
mission of advancing equity and opportunity, and be a curious, flexible thinker who loves tackling new 
challenges on a daily basis.  In addition, the preferred candidate should possess:  
 

• Bachelor’s degree and 5-7 years of full-time professional experience in the equity space or related 
field, or equivalent work experience. 

• Knowledge of racial and social equity-related policy and organizational development; 
• Proven experience with inclusive group facilitation; 
• Ability to build consensus among groups with competing priorities, balancing collaborative 

decision-making with delivering in a fast-paced environment; 
• An understanding of urban issues, especially New York City government and New York City’s 

operating agencies;  
• Strong knowledge of MS Office products; 
• Ability to develop and maintain cooperative and effective working relationships with a variety of 

individuals, groups, and organizations; 
• Ability to analyze complex problems and identify concrete strategies to address them; 
• Working knowledge of core human resources and organizational culture concepts and practices; 
• Presentation development and public speaking skills; 
• Excellent written and verbal communication and presentation skills, including ability to tailor 

technical material to a variety of audiences; 
• Ability to maintain a high level of accuracy, transparency and accountability in all work product; 

and 
• Keen attention to detail, flexibility, and an enthusiastic work ethic. 

 
SALARY: 
Commensurate with experience. The maximum budgeted annual salary for the position is $97,630  
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TO APPLY: 
Please send a copy of your resume, a cover letter, and three (3) references to Candidate Application 
 
 
 

New York City Residency Is Required Within 90 Days of Appointment. 
The City of New York and the Office of the Mayor are Equal Opportunity Employers. 

 
 

For current job opportunities in the NYC Mayor’s Office visit: Office of the Mayor Jobs 
 
If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable 
accommodation if you are unable or limited in your ability to access job openings or apply for a job on this site as a 
result of your disability. You can request reasonable accommodations by contacting Human Resources at 
HR@cityhall.nyc.gov. 
 
As of August 2, 2021, all new hires must be vaccinated against the COVID-19 virus, unless they have been granted 
a reasonable accommodation for religion or disability. If you are offered city employment, this requirement must 
be met by your date of hire, unless a reasonable accommodation for exemption is received and approved by the 
hiring agency. 

 

https://a002-oom03.nyc.gov/IRM/EventRegistration/RegForm.aspx?eventGuid=4645fdd8-310d-4db6-884b-e64d4d17fefd&jobid=34167&pos=Special%20Advisor,%20Equity
https://a002-oom03.nyc.gov/IRM/Handlers/Html/WelcomePage.ashx?eventGuid=04277179-d3b1-467a-8a1b-79e7958a571b
mailto:HR@cityhall.nyc.gov

