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Organization Description/Background

The City of Newark’s Office of Sustainability is responsible for working collaboratively with municipal agencies
and community stakeholders on the implementation of policies and programs that advance urban sustainability,
improve environmental health and quality of life, drive down costs through better stewardship of resources, and
expand green job and business opportunities for Newark residents. The Office of Sustainability supports the
greening of City operations, and assists the Business Administrator by identifying cost saving and revenue
generating opportunities in areas such as municipal energy and fuel use, waste disposal and recycling and
stormwater management. The Office of Sustainability also supports community-based organizations and
residents throughout the City in realizing their goals for greener, cleaner, healthier, and more vibrant
neighborhoods. For more information, please visit www.newarknj.gov/sustainability.

Position Description

The City of Newark Sustainability Program Assistant will work closely with representatives from City
departments and local organizations to support special projects, conduct targeted desk research assist in the
development of community events, meetings and educational materials. The Program Assistant will be
responsible for assisting with general administrative duties, supporting the implementation of the City’s climate
and sustainability projects and programs, and other duties as assigned.

Priority Projects

Some of the key roles that the Program Assistant will be responsible for in supporting the Office of Sustainability
are:

Climate Justice Ambassadors (CJA) - Launched in the spring of 2021, the CJA Program started as a summer youth
training and internship program for high school students interested in environmental justice, climate change
communications and urban sustainability action. Now in its second year, the CJA Program is evolving by bringing
in a cohort of resident leaders (of any age) who can work together with our youth program graduates in leading
climate justice outreach to community-based organizations. We hope to use the energy and insights of CJA
Program graduates to bring relevant and timely educational and programs directly to Newark neighborhoods
experiencing the most adverse effects of climate change today.

o Support the implementation of the CJA program including, helping to facilitate training sessions
o Support Outreach and coordination with CJA presenters and guest speakers

o Oversee progress of projects implemented by a small team of school-year interns

Ongoing Projects - Assist with Sustainable Jersey Certification, in collaboration with the Newark Green Team, a
multi-sector coalition of local stakeholders actively working to advance policies and programs related to urban
sustainability, environmental health, community greening, quality of life and green economic opportunities for
Newark residents.



http://www.newarknj.gov/sustainability

e Work collaboratively with stakeholders to gather information, and accelerate implementation of action
items and priority focus areas of City of Newark Sustainability Action Plan (SAP).

e Research possible funding sources to support implementation of Office of Sustainability action items,
projects and programs.

e Communicate with, and educate Newark residents and other key stakeholders on the sustainability
projects and programs, via:

o Social media campaigns related to climate action, sustainability, environmental justice and
food insecurity, etc.

o Game of Extremes program facilitation and support

o Newark Green Fair implementation support, as needed’

Requirements

License: Program Assistant will be required to possess a driver's license with a clean record, valid in New Jersey.
Residency: Program Assistant must be a Newark resident.

Apply

To apply submit a cover letter, resume and writing sample to fearons@ci.newark.nj.us with subject line “Office
of Sustainability Program Assistant Application [LAST NAME]”. If available also include any
Sustainability/environmental graphic design (flyer etc.) and, attachments or links showcasing any sustainability-
related projects the applicant has accomplished.

Compensation

The Program Assistant will be compensated at a rate of $15/hour with a 40 hour-week workload. There is work-
from-home flexibility with the Program Assistant being able to work 1/3 of their 20 hours from home. The other
2/3 hours must be in-person in the Office of Sustainability. The position is 20-hours/week during the school year
but can be expanded fulltime to 40-hours/week during the summer.
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