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Human Resources
Job Posting                             


POSTING NO.:                                97626
										
JOB TITLE:              		Chief of Staff - COO 
SALARY RANGE:     		Min.: $127,410  	Mid.: $159,262
HAY POINTS:       		1232
DEPT/DIV:              		Chief Operating Officer
SUPERVISOR:      		              Mario Peloquin, Chief Operating Officer
LOCATION:	        		2 Broadway New York,  NY  
[bookmark: _Hlk38441293]HOURS OF WORK:	 	9:00 am - 5:30 pm (7 1/2 hours/day)
				May need to work outside of normal work hours (i.e. evenings and weekends)
				Travel may be required to other MTA locations or other external sites
			

SUMMARY:

The purpose of the role is to support the Chief Operating Officer (COO) in the day to day operations of the Office of the COO and to provide assistance with the development of key COO strategy, gathering input from stakeholders, facilitating the department’s strategic decision making process, and participating as a member of the senior leadership team in major policy decisions. 


RESPONSIBILITIES:

	· This role supports the COO in the analysis and evaluation of information that helps to advance the key strategic initiatives for the Office of the COO including with respect to innovation and transformation.  The role gathers information, performs analyses, and provides summaries for the COO, and supports the development of key initiatives and strategies.   
· Leads the development process for strategic decision making in support of the COO vision and goals.   Identifies who to engage on each issue, ensures they receive the necessary information in a timely manner, collects input, analyzes and summarizes the input for the COO, and participates in the decision making process.  
· Assists the COO in major operating policy making decisions. Directs research and analysis efforts as necessary to ensure all required information is available to support policy making. Prepares supporting data and analysis for decisions by the COO.    
· Crafts key messages from the COO office. Based on the COO vision, this role helps to define and refine the message, determine a communication strategy for the message, and ensure the message is disseminated effectively, leveraging internal and external resources as appropriate.   
· Supports the COO’s ongoing relationship with stakeholders and key government officials.  Provides information on a timely basis, coordinating and participating in meetings. 
· Supports outreach efforts with the press, community and other stakeholders related to major initiatives and policy changes.  Supports efforts in forums such as fare hearings and press conferences by providing research and analysis, MTA positions, talking points and participating in the development of communication strategies.   
· Reviews the COO’s calendar, ensuring that priority items are scheduled, providing access to the COO as appropriate, and ensuring proper preparation for all meetings.  
· Reviews and approves travel and expense reports for direct reports to the COO.    
· Leads and coordinates special projects as assigned by the COO. 
· Other duties as assigned.							


	

	
	


KNOWLEDGE, SKILLS, AND ABILITIES:

· [bookmark: _Hlk25247106][bookmark: _Hlk25247079]Given the pace of change in the office and the agency, this position is currently challenged to manage the decision making process and dissemination of information for the large number of the critical, key initiatives being undertaken.  
· The incumbent must be effective while meeting frequently with senior agency leaders and staff and other government officials on sensitive and critical matters.   
· Due to the nature of the position, the incumbent must be flexible in work schedule and able to work in a high-pressure environment.   
· The role can establish processes to collect and disseminate information related to critical, strategic MTA initiatives.  
· Participates in decision making processes related to major policy changes and key initiatives (e.g. fare policy decisions, MTA budget issues).  

Competencies
· Must possess strong project management skills and experience. 
· Knowledge of and experience with the public policy issues such as those handled by the MTA. 
· Must possess great flexibility with ability to adapt in a frequently changing environment. 
· Must possess excellent presentation, customer service, and interpersonal skills with the ability to communicate effectively both orally and in writing with various departments and levels of management throughout the MTA and other MTA agencies.
· Must possess strong leadership, negotiation, and decision-making skills with the ability to foster teamwork and effective working relationships.
· Exceptional self-motivation and self-direction.
· Exceptional experience navigating through the politics of a large multi-tiered, multi-agency public sector organization.
· Must possess strong organizational and coordination skills with ability to work independently and/or simultaneously on multiple projects while adhering to deadlines.
· Must be able to maintain a high degree of confidentiality and discretion.


EDUCATION AND EXPERIENCE:

REQUIRED:

Education and Experience
· A Bachelor’s Degree in Business, Transportation, Public Policy or a related field.
· A minimum of 10 years of relevant experience, including experience in a department head or leadership role in a large, multi-faceted, fast-paced organization or governmental body preferred.

PREFERRED:
· Master’s degree in a related field.
· Experience in public sector or other quasi-public sector experience preferred.  
· Familiarity with the MTA’s policies and procedures.
· Familiarity with the MTA’s collective bargaining procedures.


OTHER INFORMATION:
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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