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Human Resources
Job Posting               


POSTING NO.:                                97777

JOB TITLE:              		Deputy Chief Diversity Officer MWDBE/SDVOB Contract Compliance
SALARY RANGE:     		Min.:  $100,243	Mid.: $125,303.50
HAY POINTS:       		830
DEPT/DIV:              		Department of Diversity and Civil Rights (DDCR)
SUPERVISOR:      		Chief Diversity & Inclusion Officer 
LOCATION:	        		2 Broadway New York, NY 10004
HOURS OF WORK:	 	9:00 am - 5:30 pm (7 1/2 hours/day)

SUMMARY:

Reporting to the Chief Diversity & Inclusion Officer, the Deputy Chief Diversity Officer, MWDBE/SDVOB Contract Compliance will oversee the supervision of the MWDBE/SDVOB Contract Compliance Unit and will be responsible for MWDBE/SDVOB Goal setting, Monitoring and Enforcing of the MTA’s Organization-wide MWDBE/SDVOB Program. In addition, this position is responsible for project closeouts, contractor evaluations and in conjunction with the MTA operating Agencies, resolving all MWDBE/SDVOB related issues.

RESPONSIBILITIES:

· Advise the Chief Diversity & Inclusion Officer on all MWDBE/SDVOB related matters.
· Ensures all contractors are aware of MTA’s MWDBE/SDVOB programs and the requirements by participation in the initial contract information and meetings and follow-up site visits.
· Oversees the activities of the MWDBE/SDVOB Contract Compliance Unit, including general supervision, coaching and counseling of staff on work matter.  Tracks the activities of Supervisors in their oversight of contracts, including monitoring of work on contract compliance, tracking work flow, development of recommendations and the group’s improvement of business operations.
· Will encourage among the staff a culture of high work ethics, attention to detail, professionalism and accuracy.
· Assists in the development and implementation of MTA wide uniform guidelines and policies on Contract Compliance items.  Conducts training and information sessions on such matters as required.
· Conducts timely reports of contractor’s compliance with the MTA’s MWDBE/SDVOB programs, and makes recommendations to the Chief Diversity & Inclusion Officer and other MTA Senior Staff.
· Coordinates with MTA Audit Services and the Inspector General’s Office on MWDBE/SDVOB related matters involving commercial useful function, fraud and other related matters.
·  Develops, modifies and adapts Standard Operating Procedures (SOPs) for efficient operation of the Contract Compliance function.  Keeps staff up to date on all SOPs.
· Will assist in any project, programs or activities as needed by the Chief Diversity & Inclusion Officer to aid in the smooth and effective business operations of the department. 
· Responsible for the accurate reporting of MWDBE/SDVOB contract compliance data to the MTA Board and other outside regulatory agencies.  
· Assist general contractors and consultants in identifying and sourcing NYS certified MWBES and MTA certified DBEs.
· Other duties as assigned. 











KNOWLEDGE, SKILLS, AND ABILITIES:

· The MWDBE/SDVOB is unique and requires a diverse skillset.  The ability to work as a team. Working with the general business community in identifying and sourcing NYS certified MWBEs and MTA certified DBEs for subcontracting and sub consulting opportunities.  The ability to identify MWDBE/SDVOB fraud and work internally with investigative bodies in resolving the issues.
· Reports to the Chief Diversity & Inclusion Officer (CDIO), and has the ability to resolve issues.  Recommends with guidance from the CDIO improvements and additions to standard operating procedures and policies.  Programs include MWDBE/SDVOB fraud, commercial useful function issues, contracts that are not achieving the MTA’s MWDBE/SDVOB goals and employee and contractor evaluations.  
· Proven experience in the review, assessment and qualifying of business financials and business operations to determine operational effectiveness, profitability and strategic growth.
· Proven experience in developing and mentoring emerging Minority, Women-Owned, and Disadvantaged Business Enterprises.
· Proven understanding and experience in the sourcing and procurement process, including the creation of an RFP, bid solicitation and analysis, contract management, contract negotiation and managing project deadlines.  
· Familiarity with the MTA’s business processes and procedures helpful.
· Independent thinking skills are essential along with assessing small business development issues with the goal of developing solutions.  Excellent oral and written communication abilities are required along with proficiency in Microsoft Word and Excel.  Individual should be a self-starter, able to work under pressure and be extremely detailed oriented.

The successful candidate must have contacts with the majority minority and women-owned business trade groups, associations, chamber of commerce, etc., within the MTA’s Service Region.  In addition, the candidate must have the ability to deal with elected officials who support the MTA’s MWDBE initiatives.  In addition:

· Must be effective in researching contractors and checking records when full contractor’s cooperation is lacking.
· Strong background in business contracts.
· Strong knowledge of Federal and State laws governing programs.
· Must be able to manage large staff effectively through leadership and example.
· Excellent working knowledge of MTA’s MWDBE/SDVOB program and objectives.
· Excellent communication skills and ability to deal with contractors and operating agencies in often difficult situations.


EDUCATION AND EXPERIENCE:

REQUIRED:

· BA/BS in Business, Economics, Marketing, or related field. An equivalent combination of education and experience may be considered.  A Master’s Degree in Business, Economics, Marketing or related field may substitute for two years of required experience. 

· A minimum of 12 years’ experience in directing and managing MWDBE programs, with an emphasis on procurement, supplier diversity and the identification, recruitment, development and mentoring of minority and women-owned business relationships or an 


OTHER INFORMATION:
[bookmark: _GoBack]As an employee of MTA Headquarters, you may be required to complete an annual financial disclosure statement with the State of New 
York, if your position earns more than $101,379 (this figure is subject to change) per year or if the position is designated as a policy maker.


How To Apply 

Qualified applicants can submit an online application by clicking on the 'APPLY NOW' button from either the CAREERS page or from the JOB DESCRIPTION page. 
If you have previously applied on line for other positions, enter your User Name and Password. If it is your first registration, click on the CLICK HERE TO REGISTER hyperlink and enter a User Name and Password; then click on the REGISTER button. 
  

Equal Employment Opportunity 
MTA is an Equal Opportunity Employer.
MTA is an Equal Opportunity Employer. 
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